
Practices and Procedures 

¶ 1100. Child Safety  

o 1110. Present Danger 

o 1120. Safety Assessment 

o 1130. Safety Plan 

o 1135. Infant Safety Education and Intervention 

o 1140. Family Assessment 

o 1150. Case Plan 

o 1160. Commercially Sexually Exploited Children (CSEC) 

o 1170. Domestic Violence 

¶ 1700. Case Staffings  

o 1710. Shared Planning Meetings 

o 1720. Family Team Decision Making Meetings 

o 1730. Shelter Care Case Conference 

o 1740. Child Protection Teams (CPT) 

¶ 2200. Intake Process and Response 

¶ 2310. Child Protective Services (CPS) Initial Face-To-Face (IFF) Response 

¶ 2331. Child Protective Services (CPS) Investigation 

¶ 2332. Child Protective Services Family Assessment Response 

¶ 2333. Interviewing a Victim or Identified Child 

¶ 2334. Interviewing Subjects or Family Assessment Response Participants 

¶ 2335. DLR/CPS Use Of Safety Assessment And Safety Planning Tools 

¶ 2350. Audio Recording 

¶ 2421. Emergency Planning for Children in Out-of- Home Care 

¶ 2440. CPS Service Delivery 

¶ 2540. Investigative Assessment 

¶ 2541. Structured Decision Making Risk Assessment®(SDMRA) 

¶ 2559. Hospital Holds 

¶ 2559B. CPS Investigative Findings Notification 

¶ 2559C. CPS Investigative Founded Findings Review 

¶ 2571. Mandated Reports to Law Enforcement 

¶ 3000. Family Voluntary Services 

¶ 3100. Family Reconciliation Services 

¶ 4000. Child Welfare Services  

o 41211. Safety of Newborn Children Act 

o 4122. Case Transfer 

o 4201. Emergency Planning for Birth Parents and Legal Guardians 

o 4211. Notification to Foreign Consulates 

o 4220. Assessment for New CWS Cases  

Á 4221. Family-Focused Assessments 

Á 4222. Community-Informed Decision-Making 

Á 4223. Culturally Appropriate Assessment 

Á 4224. Initial Assessment 

o 4240. Assessment for Transferred Cases 

o 4250. Placement Out-of-Home and Conditions for Return Home 

o 4254. Family Time and Sibling and Relative Visits 

o 4260. Placement Moves 

o 4265. Foster Care Rate Assessment 

o 4270. Department of Corrections Confinement Alternatives 

o 4300. Case Planning  
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Á 43022. Outside Communication for Children in Out-of-Home Care 

Á 4302A. Educational Services and Planning: Early Childhood Development, K-12 and 

Post-Secondary 

Á 4304. Reasonable Efforts 

Á 4305. Permanent and Concurrent Planning  

Á 43051A. Trial Return Home 

Á 43055. Permanency Planning Hearings-Timelines 

Á 4306. Filing a Petition to Terminate Parental Rights  

Á 43061. Termination of Parental Rights (TPR) - Compelling Reasons 

Á 43065. Voluntary Termination of Parental Rights 

Á 43067. Opposing a Voluntary Petition 

Á 43068. Indian Children 

Á 4307. Voluntary Placement Agreement 

Á 4308. Dependency Petition Process 

Á 43091. Court Report 

Á 43092. Child Health and Education Tracking (CHET) 

Á 4310. Transitioning Youth for Successful Adulthood  

Á 43103. Washington State Identicard, Instruction Permit and Personal Driver 

License for Foster Youth 

Á 43104. The Transition Plan (for Dependent Youth 17 through 20 Years) 

Á 43105. Extended Foster Care Program 

Á 4311. Pregnant and Parenting Youth 

Á 4313. Notification of Court Hearings, Providing Reports to Court, and Information 

Sharing with Out-of-Home Caregivers 

Á 4315. Using Audio or Video to Electronically Monitor Children 

Á 4320. Open Adoption Agreements 

Á 4325. Creating A Legally Free File 

Á 4330. Adoption Process 

Á 4340. Guardianship  

Á 43401. Relative Guardianship Assistance Program (R-GAP) 

Á 4350. Status of Relatives of Specified Degree with Legally Free Children 

o 4400. Concurrent TANF Benefits  

Á 4420. Health and Safety Visits with Children and Youth and Monthly Visits with Parents 

and Caregivers  

Á 4421. Smoking Near Children 

Á 4422. Guidelines for Client Referrals to Contractors 

Á 4430. Courtesy Supervision  

Á 4431. Legal Jurisdiction and Office Assignment 

o 4500. Specific Services  

Á 4502. Intensive Family Preservation Services (IFPS), Family Preservation Services (FPS) 

Á 4509. Respite For Parents 

Á 4510. Respite for Licensed Foster Parents, Unlicensed Relative Caregivers and Other 

Suitable Persons 

Á 4515. Family Home Support Services 

Á 4516. Health Services for Mothers and Children 

Á 4517. Health Care Services for Children Placed in Out-of-Home Care  

Á 45171. Medically Fragile Children 

Á 45172. End-of-Life Care 

Á 4518. Substance Use Disorder Testing, Assessment and Treatment 

Á 4519. Concrete Goods 

Á 4520. HIV/AIDS Support Services 

Á 4521. Psychological/Psychiatric Services 
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Á 4522. Income Maintenance 

Á 4523. Housing 

Á 4524. Educational And Job Training Services 

Á 4525. DCFS Administrative Approvals 

Á 4526. Licensed Foster Care and Licensed Kinship Care: Placement and Support 

Á 4527. Kinship Care: Searching for, Placing with, and Supporting Relatives and Suitable 

Other Persons  

Á 45274. Placements with Unlicensed Relatives or Suitable Persons 

Á 4528. Regular Receiving Care 

Á 4529. Specialized Receiving Care 

Á 4531. Private Child Placing Agencies 

Á 4532. Therapeutic Or Treatment Foster Care 

Á 4533. Behavior Rehabilitation Services 

Á 4534. Crisis Residential Center (CRC) Placement 

Á 4535. Placement - Intensive Resources 

Á 4536. Sexually Aggressive Youth  

Á 45362. Physically Assaultive/Aggressive Youth 

Á 4537. Clothing Allowance For Children In Out-Of-Home Care 

Á 4539. Inpatient Mental Health Treatment For Children 

Á 4541. Psychotropic Medication Management 

Á 4542. Wraparound with Intensive Services (WISe) 

Á 4543. Foster Care Assessment Program 

Á 4544. Responsible Living Skills Program 

Á 4545. HOPE Center Placement 

Á 4550. Youth Missing from Care 

o 4600. Case Review  

Á 4640. Court Review Hearings 

Á 4650. Administrative Case Review  

Á 4651. Recommendations from Review 

Á 4670. Permanency Planning Hearing  

Á 4671. Preparation for Permanency Planning Hearings 

Á 4680. LICWAC Review 

Á 46100. Monthly Supervisor Case Reviews 

Á 4630. Periodic Case Review 

¶ 4700. Case Resolution/Closure   

o 4730. Court and/or Placement Cases 

o 4735. Youth Petition for Reinstatement of Parental Rights 

¶ 5000: Case Support  

o 5100. Applying as a Foster Parent or Unlicensed Caregiver  

Á 5105. Division of Licensed Resources (DLR) Monthly Supervisor Provider Reviews 

Á 5110. Completing the Home Study 

Á 5120. Licensing State Foster Homes 

Á 5130. Regional Licensing 

Á 5140. Comprehensive Reviews 

Á 5150. Licensing Investigations 

Á 5160. Adverse Action on a Foster Care License 

Á 5180. Foster Parent (Licensed Family Foster Home) Training 

o 5200. Foster Parent Liability Plan 

o 5201. Emergency Planning for Licensed and Unlicensed Caregivers 

o 5400. Child Care 

o 5500. Individuals Engaged by CA 

o 5600. Interstate Compact on the Placement of Children  
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Á 5601. Interstate Compact on the Placement of Children Placed Out-of-State 

Á 5602. Interstate Compact on the Placement of Children Placed in Washington State 

o 5700. Adoption Support 

o 5800. Travel and Transportation 

¶ 6000: Operations  

o 6001. Case Assignment 

o 6100. Client and Staff Travel 

o 6150. Client De-escalation Training 

o 6202. Monitoring Contracts Policy 

o 6300. Mobile Technology 

o 6301. Child Fatality/Near-Fatality Reviews 

o 6302. Administrative Incident Reporting 

o 6400. Adverse or Negative Action on a Domestic Violence Perpetrator Treatment 

o 6500. Photograph Documentation 

o 6530. Random Moment Time Study 

o 6600. Documentation 

o 6605. Records Management 

o 6610. Record Purge 

o 6620. Good Cause for Non-Cooperation with Division of Child Support 

o 6650. Trust Funds for Children in Out-of-Home Placement 

o 6660. Supplemental Security Income (SSI) and Retirement, Survivors, and Disability Insurance 

(RSDI) Benefits for Children in Out-of-Home Placements 

o 6700. Electronic Communication 

o 6800. Background Checks 

o 6900. Supporting LGBTQ+ Identified Children and Youth 

¶ Appendix A: Definitions 

¶ Appendix C 

1100. Child Safety 

1100. Child Safety admin Wed, 07/25/2018 - 19:01  

Purpose Statement 

Providing for child safety is part of CA's core mission. Safety is the primary and essential focus that informs 

and guides all decisions made from Intake through case closure. This includes removal and reunification 

decisions. Assessing the safety of children is essential in all placement settings (in-home and out-of-home). 

Laws 

Public Law 93-247 (as amended) 

45 Code of Federal Regulations (CFR), Part 1340 

45 Code of Federal Regulations (CFR), Part 1357.20 

RCW 13.34 

RCW 74.13 
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RCW 26.44 

WAC 388-15 

WAC 388-70 

Policy 

1. Decisions on child safety are based on comprehensive information, logical reasoning and analysis (not 

incident-based or reactionary). 

2. The safety decision making process must include a continuous assessment of present and impending 

danger throughout the life of the case. 

3. A focus on safety must be maintained from the initial assessment through case closure using required 

tools to assess, control and manage safety threats. 

4. Every social worker will assess the safety of the child for present or impending danger. If present danger 

exists the worker will take an immediate protective action. 

5. A decision that a child is unsafe does not mean the child must be removed. 

6. A decision to place a child in out-of-home care is a safety decision. This level of intervention 

is only justified when it is clear that child safety cannot be controlled and managed in the home. 

7. Conditions for return home are designed to ensure that children are returned when no safety threats exist 

or an in-home safety plan can be implemented and sustained. Also there is indication that the parents are 

moving towards change to control and manage child safety. 

Resources 

¶ Unlicensed Placements Policy 

¶ Appendix A - Practice and Procedure Guide 

¶ Shared Planning Policy 

¶ FTDM Policy 

¶ Trial Return Home Policy 

¶ DLR/CPS Use of Safety Assessment and Safety Planning Tools Policy 

¶ Intake Policy 

¶ 2331(5) Response to Serious Physical and Sexual Abuse 

¶ Service Agreement Policy 

¶ 43081 Dependency Petition Process 

1110. Present Danger 

1110. Present Danger admin Wed, 07/25/2018 - 19:29  

Purpose Statement 

Present danger can occur at anytime throughout the life of a case and must be assessed on a continual basis. A 

determination must be made if immediate protective actions are necessary to protect a child and the level of 

intervention required to keep the child safe. 

Policy 
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A. Assess if present danger exists during any contact with a child to determine if an immediate, significant 

and clearly observable behavior or situation is actively occurring and is threatening or dangerous to a 

child. 

B. When present danger exists, identify and take immediate protective action(s) necessary to create child 

safety. 

Procedures 

1. When assessing Present Danger in a Family Assessment Response case. Document present danger and 

protective actions through the Present Danger Assessment at least once during service delivery. 

2. In all other programs, document all protective actions taken to manage or control present danger in a 

FamLink case note using the protective action activity code or through completion of the Present Danger 

Assessment. 

3. When children in DCYF care and custody are determined to be in present danger in licensed or 

unlicensed care, children are removed from that placement. Notify intake per the Intake Process and 

Response policy. 

Resources 

Present Danger Guide 

Protective Action Guide 

When Children are In Danger - article 

Comparing and Understanding the Differences: Risk of Maltreatment, Present Danger, Impending Danger - 

article 

1120. Safety Assessment 

1120. Safety Assessment admin Wed, 07/25/2018 - 19:43  

Approval : Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date: December 2011 

Revised Date: October 19, 2017 

Policy Review: October 1, 2021 

 

Purpose Statement 

A Safety Assessment is based on comprehensive information gathering and is used to identify safety threats and 

determine when a child is safe or unsafe throughout the life of a case. 

Scope 

This policy applies to Department of Children, Youth, and Families (DCYF) employees. 

https://www.dcyf.wa.gov/node/589
https://www.dcyf.wa.gov/node/589
https://www.dcyf.wa.gov/sites/default/files/pdf/PresentDangerGuide.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/ProtectiveActionGuide.pdf
http://action4cp.org/documents/2007/pdf/April_2007_When_Children_Are_In__Danger.pdf
http://action4cp.org/documents/2006/pdf/Januaryarticle.pdf
http://action4cp.org/documents/2006/pdf/Januaryarticle.pdf
https://www.dcyf.wa.gov/user/1


Laws 

RCW 26.44.195  Negligent treatment or maltreatment, offer services, evidence of substance abuse, in-home 

services, initiation of dependency proceedings 

RCW 26.44.030 Reports, duty and authority to make, duty of receiving agency, duty to notify, case planning 

and consultation, penalty for unauthorized exchange of information, filing dependency petitions, investigations, 

interviews of children, records, risk assessment process 

PL 105-89 Adoption Safe Family Act 

Policy 

1. Child safety will be determined by gathering and assessing comprehensive information about a family's 

behaviors, functioning and conditions. 

2. A Safety Assessment will be completed at key decision points in a case to determine if safety threats 

exist and whether a safety plan can be developed with families to control or manage the identified 

threats. 

Procedures 

The caseworker must: 

1. Complete and document a Safety Assessment at the following key points in a case:  

1. On all screened in Child Protective Services (CPS) intakes (including new intakes on active 

cases) no later than 30 calendar days from date of intake. 

2. On Licensing Division (LD)/CPS intakes (including new intakes on active cases) that include a 

victim who is a biological, adoptive, or guardianship child of the subject, no later than 30 

calendar days from the date of intake. LD/CPS caseworkers must follow additional requirements 

per 2335 DLR/CPS Use of Safety Assessment and Safety Planning Tools policy. 

3. During the completion of the Comprehensive Family Evaluation. 

4. Before recommending unsupervised or overnight visits. 

5. When considering reunification or trial return home. 

6. When there is a change in household members. 

7. A visitor resides on the premises more than five calendar days and:  

1. A child is in-home; or 

2. A child is placed out-of-home and having unsupervised family time in the parentôs home. 

8. When considering case closure and new safety and/or risk factors have been identified since the 

most recent safety assessment was completed. 

2. Determine if the child is safe or unsafe by:  

1. Gathering and assessing information through a review of child welfare history that includes prior 

intakes, service interventions, interviews and observations. 

2. Verifying information through source documents and contacts with collaterals. Information 

collected will include but is not limited to the following:  

1. Nature and extent of the maltreatment, 

2. Sequence of events that accompany the maltreatment, 

3. Child functioning on a daily basis, 

4. Parental disciplinary practices, 

5. General parenting practices, and 

6. Adult functioning. 
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3. Considering and evaluating each potential safety threat using the Safety Threshold Guide criteria 

to determine if safety threats exist. 

3. When a child is identified as unsafe, the safety plan analysis must be used to determine if an in-home 

safety plan can manage or control the safety threats or if out-of-home placement is necessary. 

4. When a child in DCYF care and custody is determined to be unsafe with a licensed or unlicensed 

caregiver, the child must be removed from their placement. 

5. Review the safety assessment at case transfer. 

Resources 

Information Gathering Questions 

Safety Threshold Guide 

Safety Threats Guide (located on the DCYF CA intranet) 

1130. Safety Plan 

1130. Safety Plan admin Wed, 07/25/2018 - 20:41  

Approval : Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:   

Revised Date: October 31, 2017 

Policy Review:   October 1, 2021 

 

Purpose 

A safety plan is a written agreement between the family and Childrenôs Administration (CA) that identifies how 

safety threats to a child will be immediately controlled and managed in the childôs home. Safety plans are 

effective as long a threat to a childôs safety exists and the caregiverôs protective capacities are insufficient to 

protect the child. 

Scope 

This policy applies to CA staff. 

Laws 

RCW 26.44.195  Negligent treatment or maltreatment, offer services, evidence of substance abuse, in-home 

services, initiation of dependency proceedings 

RCW 26.44.030  Reports, duty and authority to make, duty of receiving agency, duty to notify, case planning 

and consultation, penalty for unauthorized exchange of information, filing dependency petitions, investigations, 

interviews of children, records, risk assessment process 

https://www.dcyf.wa.gov/sites/default/files/pdf/InformationGathering6Questions.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/SafetyThresholdHandout.pdf
https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.195
http://apps.leg.wa.gov/RCW/default.aspx?Cite=26.44.030


PL 105-89  Adoption Safe Family Act 

Policy 

1. Safety plans will be developed to:  

1. Control or manage threats to a child's safety; 

2. Have an immediate effect; and 

3. Include actions that immediately address the safety threats. 

2. Safety plans must be:  

1. Developed with participants that are suitable, reliable and that can provide a greater level of 

protection for the child than the parents. 

2. Reviewed and monitored twice monthly as long as the safety threat exists. 

3. Revised as threats emerge or are eliminated. 

Procedures 

1. Caseworkers must:  

1. Develop a safety plan with the parents and other safety plan participants when a child is 

identified as unsafe and either:  

1. Remains in the home; 

2. Is returned home by a court order; or 

3. Is returning home when the safety threats can be managed or controlled in the home. 

2. Assess the suitability and reliability of potential safety plan participants not acting in their 

professional capacity (e.g. medical provider, therapist, counselor, etc.) by:  

1. Conducting a comprehensive interview that addresses identified safety threats; and 

2. Reviewing the individualôs information in FamLink and other CA electronic and hard 
files. 

3. Reviewing the results of a completed background check for the individual if they will 

have unsupervised access to a child. 

3. Follow the Family Team Decision Making policy when considering out-of-home placement or 

returning a child home. 

4. Include the following in the safety plan:  

1. Activities and tasks that control for safety threats or substitutes for diminished caregiver 

protective capacities. 

2. Use of the family's suitable, formal and informal supports in order to manage safety 

threats. 

3. Details for monitoring the safety plan. 

4. Supports, safety services and actions at critical times when safety threats exist. 

5. Formalize any protective action taken if applicable. 

5. DLR/CPS caseworkers must follow additional requirements when a safety plan is necessary 

per 2335 DLR/CPS Use of Safety Assessment and Safety Planning Tools policy for DLR/CPS.  

1. Any safety plan created in a licensed home for biological, adopted or guardianship 

children of a provider must be preapproved by the DLR CPS Program Manager or 

designee. 

2. Safety plans cannot be created in a licensed home for children in out-of-home care. If a 

safety threat is indicated, the child must be moved. 

2. Supervisors must:  

1. Review and approve all safety plans in FamLink within two business days of entry and every 30 

days thereafter. 

2. Any safety plan developed as a result of a FamLink override must be staffed with the area 

administrator or designee. 

https://www.gpo.gov/fdsys/pkg/PLAW-105publ89/pdf/PLAW-105publ89.pdf
https://www.dcyf.wa.gov/node/1426
https://www.dcyf.wa.gov/node/1298
https://www.dcyf.wa.gov/node/595


Forms 

Safety Plan form DCYF 15-259 

Resources 

Safety Analysis Guide 

Protective Action Guide 

1135. Infant Safety Education and Intervention  

1135. Infant Safety Education and Intervention admin Wed, 07/25/2018 - 21:35  

Original Date: October 31, 2014 

Revised Date: October 31, 2019 

Sunset Review Date: October 31, 2023 

Approved by: Jody Becker, Deputy Secretary of Children and Families 

 

Purpose 

The purpose of this policy is to provide guidance to Department of Children, Youth, and Families (DCYF) 

employees working with parents, families, and caregivers who have newborn and infant children to reduce the 

risk of child abuse and neglect. DCYF is committed to improving infant safety outcomes through early 

intervention, education and prevention services to parents, families, and caregivers. Children under age one are 

vulnerable to risk of harm from prenatal substance exposure, accidental suffocation and serious injury from 

blunt force trauma. This policy does not apply to children who are placed out-of-state through Interstate 

Compact and Placement of Children. 

Scope 

This policy applies to DCYF caseworkers and Licensing Division (LD) workers. 

Laws 

PL 111-320 Child Abuse Prevention Treatment Act (CAPTA) of 2010 

PL 114-198 Comprehensive Addiction and Recovery Act (CARA) of 2016 

Policy 

1. Newborn: Plan of Safe Care 

Caseworkers must complete a Plan of Safe Care DCYF 15-491 with families as required by the Child 

Abuse Prevention and Treatment Act (CAPTA) when newborns are:  

https://www.dcyf.wa.gov/forms?field_number_value=15-259&title=
https://www.dcyf.wa.gov/sites/default/files/pdf/SafetyAnalysisGuide.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/ProtectiveActionGuide.pdf
https://www.dcyf.wa.gov/user/1
https://www.congress.gov/111/plaws/publ320/PLAW-111publ320.pdf
https://congress.gov/114/plaws/publ198/PLAW-114publ198.pdf
https://www.dcyf.wa.gov/forms?field_number_value=15-491&title=
https://www.congress.gov/111/plaws/publ320/PLAW-111publ320.pdf
https://www.congress.gov/111/plaws/publ320/PLAW-111publ320.pdf


1. Identified as substance affected by a medical practitioner. Substances are defined as alcohol, 

marijuana and any drug with abuse potential, including prescription medications. 

2. Identified as having withdrawal symptoms resulting from prenatal drug and alcohol exposure. 

3. Born to a dependent youth. 

2. Birth to six months: Period of PURPLE Crying  

1. Caseworkers must discuss with parents and caregivers about their knowledge and understanding 

of ñPeriod of PURPLE Cryingò when working with families. 

2. LD workers must ask if parents or caregivers have previously received information on ñPeriod of 
PURPLE Crying,ò when licensing or approving home studies for families accepting placements. 

3. Caseworkers and LD workers must provide educational materials to any parents or caregivers 

who have not received the information. 

3. Birth to One Year: Infant Safe Sleep  

1. Caseworkers must:  

1. Conduct a safe sleep assessment where the child primarily resides for one of the 

following, when:  

1. Placing an infant in a new placement setting. 

2. Completing a CPS intervention involving a child aged birth to one year, even if 

the child is not identified as an alleged victim or an identified child. 

2. Assess safe sleep conditions during subsequent monthly Health and Safety Visits. 

2. LD workers:  

1. Will review the safe sleep environment for infants in licensed and unlicensed placements. 

2. Must assess the sleeping environment and educate the family on safe sleep practices 

when licensing or approving a home study with families accepting placements for infants. 

Procedures 

1. Newborn: Plan of Safe Care 

Caseworkers and LD workers must:  

1. Assess the infants, parents, and caregivers for needs and services. 

2. Document services and supports needed, including contact information, in the Plan of Safe Care 

DCYF 15-491. 

3. Once the plan is completed:  

1. Complete referrals to any services or resources identified. 

2. Provide a copy to the parents and caregivers. 

3. Upload the original or photo of the completed Plan of Safe Care DCYF 15-491 into 

FamLink. 

2. Birth to six months: Period of PURPLE Crying 

Caseworkers and LD workers must:  

1. Determine if the parents or caregivers received the ñPeriod of PURPLE Cryingò educational 
DVD or web application.  

1. If received, discuss any questions the parents or caregivers may have regarding the 

ñPeriod of PURPLE Cryingò. 

2. If not received:  

1. Provide the ñPeriod of PURPLE Cryingò educational DVD or web application, 
and the supplemental booklet. 

2. Review and discuss the information outlined in the booklet. The following key 

points should be relayed to caregivers:  

1. Explain to the parents and caregivers that the acronym ñPURPLEò is used 
to describe specific characteristics of an infantôs crying and that what they 

are experiencing is normal and a phase in their childôs development. 

https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4420-health-and-safety-visits-children-and-monthly-visits-caregivers
https://www.dcyf.wa.gov/forms?field_number_value=15-491&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-491&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-491&title=


2. Explain that parents and caregiverôs frustration due to ñPeriod of Purple 
Cryingò may cause them to shake the baby, which can result in significant, 

if not life threatening effects. 

3. Reinforce to families, if an infant is crying and they become frustrated 

they should put the infant down in a safe environment. 

3. Play the 10 minute ñPURPLEò video for the parents and caregivers after 
presenting the booklet, if resources are available, and:  

1. Emphasize the importance of the material presented. 

2. Reinforce to the parents or caregivers that everyone caring for their infant 

should review the information. 

3. Remind parents and caregivers about the 17-minute soothing film on the 

DVD or web application is available to help them understand ways to 

soothe their baby and cope with inconsolable crying periods. 

2. Document in a FamLink case or provider note the following:  

1. When the parents and caregivers received the ñPeriod of PUPRLE Cryingò educational 
DVD or web application and supplemental booklet. 

2. If the parents or caregivers refused to discuss the ñPeriod of PURPLE Cryingò materials. 

3. Birth to One Year: Infant Safe Sleep 

Caseworkers and LD workers must:  

1. Complete a safe sleep assessment by assessing the childôs sleeping environment, using the Infant 

Safe Sleep Guidelines, with parents or caregivers of infants younger than 12 months, during the 

first face-to-face meeting. 

2. Require the parents or caregivers to create a safe sleep environment. If one does not exist:  

1. Caseworkers can either:  

1. Offer a voucher for the parents or caregivers to purchase a safe sleep option with 

a firm flat mattress and fitted sheet that meets the national and Consumer Product 

and Safety Commission standards. Recommendations include the following 

options:  

1. Cribs 

2. Portable cribs 

3. Bassinets (infant up to 10 lbs.) 

2. Provide parents and caregivers with a firm flat mattress and fitted sheet that meets 

the national and Consumer Product and Safety Commission standards. 

2. LD workers must not approve a home study without a safe sleep environment. 

3. Consult with the supervisor when there are additional risk factors, e.g., substance use or abuse, 

mental health issues, etc., associated with the parents or caregiverôs ability to maintain child 

safety and a safe sleep environment. 

4. Document in FamLink:  

1. Results of the safe sleep assessment, if applicable, for:  

1. Caseworkers in one of the following:  

1. Case notes 

2. Investigative Assessment  

3. FAR Family Assessment  

4. Comprehensive Family Evaluation 

2. For LD workers in one of the following:  

1. Home study 

2. Provider notes 

2. If the caregiver refused to participate in the process of creating a safe sleep environment 

for the child. 

3. Any safety concerns or risk factors identified in licensed facilities. These concerns must 

be immediately shared with the licensor. 

https://www.nichd.nih.gov/sites/default/files/2019-02/Safe_Sleep_Environ_update.pdf
https://www.nichd.nih.gov/sites/default/files/2019-02/Safe_Sleep_Environ_update.pdf
https://www.cpsc.gov/
https://www.cpsc.gov/
https://www.cpsc.gov/
https://www.dcyf.wa.gov/practices-and-procedures/2540-investigative-assessment
https://www.dcyf.wa.gov/1100-child-safety/1140-family-assessment


Forms 

Plan of Safe Care DCYF 15-491 

Resources 

Infant Safe Sleep Guidelines 

National Center on Shaken Baby Syndrome 

Safe Infant Sleep and Breastfeeding 

Safe Sleep for Your Baby 

Sudden Infant Death Syndrome (SIDS) and Safe Infant Sleep 

The Period of Purple Crying 

1140. Family Assessment 

1140. Family Assessment admin Wed, 07/25/2018 - 21:38  

Original Date:  December 2011 

Revised Date:  October 31, 2019 

Sunset Review Date:  May 31, 2023 

Approval:   Jody Becker, Deputy Secretary 

 

Purpose 

Conducting an assessment of the family is the process of gathering information to gain a greater understanding 

of how a family's strengths, needs and resources affect child safety, well-being, and permanency. Assessments 

are completed in partnership with the family to understand what everyday life challenges and individual 

caregiver patterns of behaviors contribute to child safety threats that will be addressed in case planning. 

Scope 

This policy applies to Department of Children, Youth, and Families (DCYF) caseworkers. 

Laws 

RCW 26.44.260 Family assessment response 

RCW 26.44.270 Family assessment, recommendation of services 

Policy 

https://www.dcyf.wa.gov/forms?field_number_value=15-491&title=
https://www.nichd.nih.gov/sites/default/files/2019-02/Safe_Sleep_Environ_update.pdf
https://www.dontshake.org/
https://safetosleep.nichd.nih.gov/
https://www.multicare.org/file_viewer.php?id=7557&title=Safe+Sleep+for+Baby+Card+-+Eng
https://safetosleep.nichd.nih.gov/safesleepbasics/about
http://www.purplecrying.info/
https://www.dcyf.wa.gov/user/1
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.260
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.270


1. Assessments of the family are completed at key decision points in a case. 

2. Assessments must identify the enhanced protective and diminished protective capacities directly related 

to the identified safety threats. 

3. Family members must be included in the assessment process. 

4. Assessments must include information and input from professionals and other collateral contacts that 

have knowledge about the child and family. 

5. Information contained in the Comprehensive Family Evaluation (CFE) DCYF 10-480 form, 

Investigative Assessment (IA) DCYF 09-967 form and the FAR Family Assessment (FARFA) DCYF 

10-474 form will be used to help develop the case plan. 

Procedures 

Caseworkers must: 

1. Complete the FARFA or CFE with the family to address changes in behaviors, conditions, and attitudes 

related to safety. 

2. Complete the Safety Assessment/Safety Plan DCYF 15-258 form during the completion of the CFE or 

FARFA. 

3. Assess conditions for return home when updating a CFE. Review how the safety threat is or is not:  

1. Being managed by the caregiver; 

2. How the parent is incorporating service provisions into their daily life; and 

3. Being addressed in the family home. 

4. Complete the following in FamLink:  

1. LD/CPS Investigative Assessment DCYF 09-967 form within 60 calendar days of DCYF 

receiving the intake. 

2. Initial CFE within 45 calendar days of a Family Voluntary Services (FVS) or Child and Family 

Welfare Services (CFWS) case assignment. This includes supervisor approval in FamLink. 

3. FARFA no later than:  

1. Forty-five calendar days from the date the intake was received; or 

2. One hundred and twenty calendar days if a case plan for services has been developed and 

the parent or guardian agree to participate in services. 

4. The safety assessment within the required timeframes per the 1120 Safety Assessment policy. 

5. Update the CFE in FamLink:  

1. Every 90 days after the completion of the prior CFE on FVS cases. 

2. A minimum of every six months or when a new report to the court is required for a CFWS case. 

3. When conditions for return home have been achieved. 

4. When developing or changing a case plan. 

5. Prior to case closure. 

Forms 

Comprehensive Family Evaluation DCYF 10-480 (located in FamLink) 

LD/CPS Investigative Assessment DCYF 09-967 (located in FamLink) 

FAR Family Assessment DCYF 10-474 (located in FamLink) 

Resources 

Comprehensive Family Evaluation Guide (located under Guides and Tools on the CFWS Childrenôs 

Administration (CA) Intranet page) 

https://www.dcyf.wa.gov/node/1436
https://www.dcyf.wa.gov/forms?field_number_value=15-258&title=
https://www.dcyf.wa.gov/practices-and-procedures/3000-family-voluntary-services
https://www.dcyf.wa.gov/1100-child-safety/1150-case-plan
https://www.dcyf.wa.gov/1100-child-safety/1120-safety-assessment
https://www.dcyf.wa.gov/practices-and-procedures/3000-family-voluntary-services
https://www.dcyf.wa.gov/1100-child-safety/1150-case-plan


Comprehensive Family Evaluation for Legally Free Children Guide (located under Guides and Tools on the 

CFWS CA Intranet page) 

Investigative Assessment Guide (located under Guides and Tools on the CFWS CA Intranet page) 

1150. Case Plan 

1150. Case Plan admin Thu, 09/20/2018 - 17:57  

Approval :  Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:  July 1, 1997 

Revised Date: July 1, 2018 

Policy Review: July1, 2021 

 

Purpose Statement 

The case plan specifies actions the parent/guardian must complete to reduce or eliminate safety threats and 

increase their protective capacities to assure the childôs safety and well-being. Childrenôs Administration (CA) 

develops the case plan with family members and community partners. Case plans are required for Family 

Voluntary Services (FVS), Child and Family Welfare Services (CFWS) and Family Assessment Response 

(FAR) if the case remains open beyond 45 days. 

Scope 

This policy applies to DCFS staff.                             

Law 

42 USC 675, Sec. 475 Title 42 - The Public Health and Welfare 

RCW 13.34 Juvenile Court Act - Dependency and Termination of  Parent-Child Relationship 

RCW 26.44.030  Reports - Duty and authority to make - Duty of receiving agency - Duty to notify - Case 

planning and consultation - Penalty for unauthorized exchange of information - Filing dependency petitions - 

Investigations - Interviews of  children - Records - Risk assessment process. 

RCW 74.13.280 Client information. 

RCW 74.13.330  Responsibilities of foster parents. 

RCW 74.14A.020  Services for emotionally disturbed and mentally ill children, potentially dependent children, 

and families-in-conflict. 

RCW 74.14A.025 Services for emotionally disturbed and mentally ill children, potentially dependent children, 

and families-in-conflict - Policy updated. 

https://www.dcyf.wa.gov/user/1
https://www.gpo.gov/fdsys/pkg/USCODE-2011-title42/pdf/USCODE-2011-title42-chap7-subchapIV-partE-sec675.pdf
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.030
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.280
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.330
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.025


RCW 74.14C.005 Findings and intent. 

Policy 

1. The caseworker must:  

1. Create a case plan if:  

1. The case plan for a CFWS dependency case is the court report. See the court report 

policy. For CFWS cases, launch the court report through the Comprehensive Family 

Evaluation (CFE) in FamLink. 

2. The case plan for FVS  is Case Plan Form 15-259A unless the children are placed in out-

of-home care on a Voluntary Placement Agreement (VPA) 60 days or longer. If the child 

is placed under a VPA, the case plan is the court report. For FVS cases initiate the Case 

Plan Form 15-259A through the CFE in FamLink or the court report through the CFE. 

3. The case plan for Family Assessment Response (FAR) is Case Plan Form 15-259A. For 

FAR cases, initiate the case plan through the FAR Family Assessment in FamLink. 

4. Inform the caregiver of the dates and location of the dependency review and permanency 

planning hearings if the child is dependent pursuant to a proceeding under RCW 13.34. 

Document notice has been provided to the caregiver in a case note. 

2. The case plan must:  

1. Be developed with the child, if developmentally appropriate, and the childôs parent or 
legal guardian, caregiver, representatives of the Indian childôs tribe or designee of that 

tribe, family supports and other applicable providers. 

2. Be specific, measurable, attainable, relevant, timely and understandable by all parties. 

3. Address behavioral changes by building on strengths and reducing safety threats, risks 

and address challenges faced by the parents. 

4. Include and connect goals that are directly linked to the identified safety threats and risks. 

5. Include interventions and services that focus and build upon family strengths and are 

responsive to individual, culture and family needs.  

6. Employ the least intrusive interventions, which engage the family, to address identified 

safety threats and risks, provided the child is adequately protected.  

7. Ensure all services and tasks:  

1. Are goal-oriented 

2. Establish a plan for permanency at the onset of service delivery in order to best 

serve the child and family's needs. 

3. Are directed toward achieving the permanency planning goals and the health, 

safety, and well-being of the child. 

8. Be provided to the parent or legal guardian. (See the court report policy for the complete 

list of all parties who must receive a copy of the court report.) Include the caregiver and 

incorporate their feedback in the development of the case plan for a child in out-of-home 

placement. 

3. Complete and approve the Family Assessment Response Family Assessment (FARFA), or CFE 

within 45 calendar days of intake or case transfer as part of the case planning process.  

4. Engage specific community stakeholders to improve the coordination of needed services for the 

prevention of child abuse or neglect and the preservation of families. 

2. The supervisor must review and approve the finalized case plan. 

Forms 

Case Plan Form 15-259A 

http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14C.005
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/forms?field_number_value=15-259a&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-259a&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-259a&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-259a&title=
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/forms?field_number_value=15-259a&title=


1160. Commercially Sexually Exploited Children 

(CSEC) 

1160. Commercially Sexually Exploited Children (CSEC) admin Wed, 07/25/2018 - 21:43  

Approval :  Jennifer Strus, Assistant Secretary 

Original Date:  September 29, 2015 

Revised Date:  July 23, 2017 

Sunset Review: July 1, 2021 

 

Purpose 

To identify, document and determine appropriate and culturally responsive services for children or youth with 

an open case in Childrenôs Administration (CA) who are at risk of or are victims of commercial sexual 

exploitation (CSE). 

Scope 

This policy applies to all DCFS staff. 

Laws 

PL 106-386 - Victims of Trafficking and Violence Protections Act of 2000 

PL 113-183 - Preventing Sex Trafficking and Strengthening Families Act 

PL 114-22 - Justice for Victims of Trafficking Act of 2015 

RCW 9.68A.100 - Commercial Sexual Abuse of a Minor ï Penalties 

RCW 9.68A.101 - Promoting Commercial Sexual Abuse of Minor - Penalty 

RCW 9.68A.102 - Promoting Travel for Commercial Sexual Abuse of a Minor - Penalty 

RCW 9.68A.103 - Permitting Commercial Sexual Abuse of a Minor - Penalty 

RCW 26.44.020 - Definitions 

RCW 26.44.030 - Reports ï Duty and Authority to Make ï Duty of Receiving Agency ï Duty to Notify ï Case 

Planning and Consultation ï Penalty for Unauthorized Exchange of Information ï Filing Dependency Petitions 

ï Investigations ï Interviews of Children ï Records ï Risk Assessment Process 

Policy 

https://www.dcyf.wa.gov/user/1
https://www.state.gov/documents/organization/10492.pdf
https://www.congress.gov/113/plaws/publ183/PLAW-113publ183.pdf
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.68A.100
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.68A.101
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.68A.102
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.68A.103
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.030


1. A child or youth will receive a screening to assess whether he or she is a victim of CSE when:  

1. He or she is involved in an open case in any program within CA, in-home with his or her parent 

or guardian or placed in out-of-home care, and there is suspicion, indication or confirmation that 

the child or youth may be a victim of CSE. 

2. The child is age 11 years or older at the time of Child and Family Welfare Services (CFWS) case 

opening either in-home or out-of-home. 

3. The child or youth has returned to placement after being missing from care. 

2. CA will report to law enforcement within 24 hours any child or youth who has been indicated or 

confirmed as CSEC regardless of whether or not the child or youth believes he or she has been 

victimized. CA staff will document the report to law enforcement on the Intake Referral tab in FamLink 

including the date and time of report and name of the law enforcement agency. 

3. Any CA staff who suspects or learns that a child or youth has been sexually exploited will follow the 

mandatory reporting statute and make a report to intake. 

4. A shared planning meeting will be held for all children or youth in the care and custody of CA when 

there is indication or confirmation of CSE. 

Procedures 

1. Screening Children and Youth for CSE Using the CSEC Screening Tool DSHS 15-476  

1. Caseworkers will screen all children and youth involved in open cases (Child Protective Services 

(CPS) investigations and Family Assessment Response, Division of Licensed 

Resources(DLR)/CPS, Family Reconciliation Services (FRS), Family Voluntary Services (FVS), 

CFWS and Adoption) when there is an allegation, suspicion, indication or confirmation that the 

child is a victim of CSE. 

2. Child Health and Education Tracking (CHET) workers who are co-assigned will screen all youth 

in the care and custody of CA age 11 years and older at initial placement unless the child has 

already been screened within 30 days of his or her out-of-home placement. 

3. Missing from Care Locators who are co-assigned will screen children and youth missing from 

care upon their return from a run episode. 

4. CFWS caseworkers will screen all children and youth:  

1. Age 11 years and older at the time of CFWS case opening if not screened by a CHET 

worker. This includes children and youth who remain in-home and those placed in out-of-

home care. 

2. Who return from a run episode if the screen is not completed by a co-assigned Missing 

from Care Locator. 

2. Case Planning and Services  

1. If the results of the screening tool determine the child or youth is indicated or confirmed as a 

CSEC, the DCFS caseworker will:  

1. Assess the child and family needs and refer to appropriate services. 

2. Conduct a shared planning meeting for all children or youth in the care and custody of 

CA when the CSEC Screening Tool results identify new indicators or confirmation of 

CSEC to develop a case plan for safety and stability that addresses needs including but 

not limited to:  

1. Safety 

2. Placement stability 

3. Permanency Plan 

4. Social activities, including prudent parenting standards 

5. Cultural needs 

6. Education 

https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585


7. Medical, substance abuse and mental health treatment 

8. Independent Living Skills Program (ILS) 

3. Refer children or youth newly confirmed as a CSEC for medical screening and 

specialized CSEC services as available and appropriate. 

4. Assess and address any additional identified health or safety concerns. 

5. Document the case plan and services in FamLink under the Shared Planning tab or case 

plan. 

2. If the child or youth is a household member of a licensed provider and the screening tool results 

determine the child or youth is indicated or confirmed for CSEC, the DLR/CPS investigator is 

responsible for the investigation and will refer the case to DCFS for services. 

Forms 

¶ CSEC Screening Tool (DSHS 15-476) 

1170. Domestic Violence 
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Purpose 

To recognize and understand the dynamics of domestic violence (DV) in families through the universal 

screening process and to determine the impact of DV on child safety through the specialized DV assessment. 

Scope 

This policy applies to all Childrenôs Administration intake workers, Department of Children and Family 

Services (DCFS) caseworkers and Division of Licensed Resources (DLR) staff. 

Laws 

RCW 26.44.020  Definitions 

RCW 10.99.020  Definitions 

RCW 10.99.030  Law enforcement officers - Training, powers, duties - Domestic violence reports 

RCW 26.50.010  Definitions 

RCW 26.50.250  Disclosure of information 

RCW 42.56.240  Investigative, law enforcement, and crime victims 

https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44.020
http://app.leg.wa.gov/RCW/default.aspx?cite=10.99.020
http://app.leg.wa.gov/RCW/default.aspx?cite=10.99.030
http://app.leg.wa.gov/RCW/default.aspx?cite=26.50.010
http://app.leg.wa.gov/RCW/default.aspx?cite=26.50.250
http://app.leg.wa.gov/RCW/default.aspx?cite=42.56.240


Policy 

1. Universal DV screening is routinely conducted at key points in a case to determine if DV is present. DV 

screening includes interviews and review of records and available databases. 

2. If DV is determined to be present in a case through universal screening, CA staff must conduct a 

Specialized DV Assessment which is an interview protocol, not a tool.     

3. Information gathered during the DV screening and the Specialized DV Assessment, is used in addition 

to the gathering questions to complete the Safety Assessment and determine if a safety threat to the child 

exists. 

4. If DV poses present danger to a child, CA staff must take immediate protective actions necessary to 

address child safety. 

5. If DV poses a safety threat to a child in his or her biological parent or legal caregiverôs care, the 

worker must:  

1. Develop an in-home safety plan per the 1130. Safety Plan policy if the safety threat(s) can be 

immediately controlled and managed in the home. 

2. Ensure protection of the child and take necessary steps to place the child in out-of-home care if 

the safety threats cannot be immediately controlled and managed in the home. 

6. If DV poses a safety threat to a child while in licensed or unlicensed care, he or she must be removed 

from that placement per 1120. Safety Assessment policy. 

7. CA intake workers must offer DV resource information to the referrer  on all intakes (screened in or 

out) when DV is identified and the referrer is not familiar with DV resources. 

8. CA caseworkers must offer DV resource information to the adult victim in an open case when DV is 

identified. 

Procedures 

1. The intake worker must ask the referent the following universal DV screening questions on all intakes:  

1. Has any adult used or threatened to use physical force against an adult in the home? 

2. If so, the intake worker must ask, ñWho did what to whom?ò 

2. The CPS, FVS, CFWS caseworker must:  

1. Conduct universal DV screening through individual and separate interviews with all parents, 

caregivers, adults and children in the home even if DV was not identified at intake to determine:  

1. If DV is present? 

2. If so, who is the adult victim? 

3. If so, who is the DV perpetrator? 

2. Conduct universal DV screening at the following key points:  

1. At first contact with a family. If this is not possible, at the next available opportunity. If a 

parent refuses to meet separately, consult with the supervisor and document the parentôs 

refusal to meet in a case note. 

2. A new screened in intake. 

3. Case transfer 

4. Re-assessment of safety (e.g. moving to unsupervised family time, transitioning home, 

changes in household composition, etc.). 

3. The DLR/CPS investigator must conduct universal DV screening when investigating child abuse 

or neglect (CA/N) allegations involving a biological family. 

4. The DLR licensor must conduct universal DV screening when completing a home study. 

3. Specialized DV Assessment Interview Protocol  

1. When DV is identified, the assigned caseworker, DLR/CPS investigator or licensor must conduct 

a to determine if the DV poses a threat to child safety or compromises the familyôs ability to 

address other CA/N. This assessment is accomplished via interviews, review of records and 

available databases for all of the following information:  

https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/578
https://www.dcyf.wa.gov/node/589
https://www.dcyf.wa.gov/node/578


1. DV perpetratorôs pattern of assaultive and coercive tactics. 

2. Impact of DV on the adult victim. 

3. Impact of DV on the child. 

4. Adult victim, perpetrator and community protective factors 

5. The lethality of the DV. 

2. Follow 1130. Safety Plan policy if DV poses a threat to child safety. 

4. Documentation  

1. The intake worker must document the outcome of the universal screening questions in the 

Additional Risk Factors narrative box of the intake. If the allegation of CA/N involves DV the 

intake worker must document the information in the Allegation/Concern narrative box. 

2. The assigned caseworker must document the outcome of the universal DV screen in the 

Structured Decision Making Risk Assessment (SDMRA) tool, narrative sections of the 

investigative assessment, Family Assessment Response Family Assessment (FARFA), and 

Comprehensive Family Evaluation (CFE), and reports to the court as applicable. 

3. The assigned caseworker must document the outcome of the specialized DV assessment, if 

conducted, in a case note. 

4. The DLR/CPS investigator must document the outcome of the universal DV screening and 

specialized DV assessment interview protocol of the DV in a case note and in the DLR Risk 

Assessment Matrix, as applicable. 

5. The DLR licensor must document the outcome of the DV screening and specialized DV 

assessment interview protocol in a provider note or the home study, as applicable. 

6. Safety planning information for the victim or children must be documented in a case note, 

labeled confidential DV safety plan and include the confidential information:  

1. The identity of a victim or witness to the crime. 

2. The identity of the DV victim if the victim has filed a complaint with an investigative or 

law enforcement agency and there is an open criminal investigation. 

3. The location of a DV program, including shelters and transitional living facilities. 

4. The victimôs address information, if he or she signed up for the Address Confidentiality 

Program (ACP).  If the victim is participating in the ACP, use the P.O. Box address that 

is assigned to them through the Secretary of State. 

Resources 

¶ Refer to the Social Workerôs Practice Guide to Domestic Violence for DV screening, assessment, and 

case planning located under the Domestic Violence tab on the CA intranet 

¶ Statewide DV resources  

o Statewide DV Hotline telephone number 1-800-562-6025 V/TTY. 

o Washington State Coalition Against Domestic Violence 

o DSHS DV site (shelters, victim, and perpetrator programs) 

o Address Confidentiality Program 

¶ Databases to identify previous DV:  

o CA case history in FamLink and MODIS 

o ACES 

o BARCODE 

o WA State Courts 

o Law enforcement reports 
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https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/600
https://www.dcyf.wa.gov/node/599
https://wscadv.org/
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http://www.courts.wa.gov/
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Dependency Timeline & Schedule of Case Staffings (PDF) 

Purpose Statement 

All staffings engage parents in the shared planning process to develop family specific case plans focused on 

identified safety threats and child specific permanency goals. Working in partnership with families, natural 

supports and providers helps identify parents' strengths, threats to child safety, focus on everyday life events, 

and help parents build the skills necessary to support the safety and well-being of their children. The shared 

planning process integrates all CA staffings. 

Policy 

1. Engage families, natural supports and providers in case planning. Schedule staffings in a location and 

time that meets the needs of the parent(s) and their participants whenever possible. 

2. Identify all relevant case participants. 

3. Schedule staffings to correspond with planning for court hearings whenever possible. 

4. Multiple issues impacting children and families may be addressed in one meeting rather than separate 

meetings held for each issue. 

5. Utilize staffings to assist you and the family to develop or review resources or approaches to address 

child safety. 

6. Prepare for staffings by determining how the participants can contribute to the case discussion and 

planning. 

7. Utilize the concurrent planning process to develop child specific permanency goals. 

Resources 

Practice Model Website on the Children's Administration Intranet 

Forms 

DCYF 14-474 Shared Planning Form 

Related Staffings 

43104. Multi Disciplinary Staffings for Youth Exiting Care (age 17.5) 

4533. Behavior Rehabilitative Services (BRS) Staffing 

45431. Foster Care Assessment Program (FCAP 

10. Local Indian Children Welfare Committee (LICWAC) 

1710. Shared Planning Meetings 
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Purpose 

Childrenôs Administration (CA) uses shared planning meetings to engage parents, youth, caregivers, youth, 

relatives, fictive kin, natural supports and others, as appropriate, in the development of a plan that prioritizes 

child safety and meets the support and service needs of parents, children and caregivers. These meetings 

provide an opportunity for information to be shared, case plans to be developed and decisions made that will 

support the safety, permanency, and well-being of children. 

Scope 

This policy applies to all Division of Children and Family Services staff. 

Laws 

RCW 13.34.067 Shelter Care, Case Conference, Service Agreement 

RCW 13.34.094 Description of Services Provided to Parents 

RCW 13.34.145 Permanency Planning Hearing 

RCW 74.13.341 Transition plan - Qualification for developmental disability services 

RCW 74.13.540 Independent Living Services 

RCW 74.14A.020 Services for Emotionally Disturbed and Mentally Ill Children 

PL 113-183 Preventing Sex Trafficking and Strengthening Families Act 

Policy 

1. Shared planning meetings must occur within the required timeframes or when required due to 

circumstances outlined in the Guide to Shared Planning Meetings:  

1. Adoption Planning Review (APR) 

2. Behavioral Rehabilitative Services (BRS) 

3. Child Health and Education Tracking (CHET) 

4. Commercially Sexually Exploited Children (CSEC) 

5. End of Life Care 

6. Family Team Decision Making (FTDM)  

7. Foster Care Assessment Program (FCAP) 

8. Shelter Care  Case Conference 

9. Local Indian Child Welfare Advisory Committee (LICWAC) 

10. Mental Health and Substance Abuse Treatment Planning 

11. Permanency Planning Meeting 

12. Transition Plan for Dependent Youth 17 through 20 years (currently referred to as the Multi-

Disciplinary Staffing (For Youth 17.5) in FamLink) 

http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.067
http://apps.leg.wa.gov/RCW/default.aspx?Cite=13.34.094
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.145
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.341
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.540
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
https://www.congress.gov/113/plaws/publ183/PLAW-113publ183.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf
https://www.dcyf.wa.gov/node/1327
https://www.dcyf.wa.gov/node/1368
https://www.dcyf.wa.gov/node/1316
https://www.dcyf.wa.gov/node/582
https://www.dcyf.wa.gov/node/586
https://www.dcyf.wa.gov/node/1377
https://www.dcyf.wa.gov/node/587
https://www.dcyf.wa.gov/node/1387
https://www.dcyf.wa.gov/node/1303
https://www.dcyf.wa.gov/node/1321


2. Participants listed on the Guide to Shared Planning Meetings must be invited to shared planning 

meetings. 

3. Incarcerated parents must be provided access and opportunities to participate in shared planning 

meetings. 

4. The childôs safety, permanency and well-being must be discussed during shared planning meetings. 

5. Family time and sibling and relative visits must be discussed during the meeting when children are 

placed out of the home. Discussions will include a review of the family time and sibling and relative 

visitation plans, necessary level of supervision during the family time to ensure the safety of the child, 

transportation, and efforts to include relatives and family supports during family time. 

6. All shared planning meetings must be documented on the Shared Planning form DCYF 14-474 in 

FamLink. 

Procedures 

1. The assigned caseworker or supervisor must:  

1. Conduct a shared planning meeting within the timeframes or circumstances described in the 

Guide to Shared Planning Meetings. 

2. Ask youth age 14 and older to identify at least two support persons to attend the meeting who are 

not the caseworker or caregiver.  

1. One of the individuals selected may be designated to be the youthôs advocate when 
discussing normal childhood activities under the reasonable prudent parenting standard. 

2. Any individual identified by the youth must be able to act in the youthôs best interest. 

3. If the caseworker or tribal agency has good cause to believe the youthôs identified support 

person is not acting in the best interest, he or she may be asked to leave the meeting. 

3. Invite participants indicated on the Guide to Shared Planning Meetings a minimum of five 

calendar days before the meeting, when possible. If not possible, the effort to invite participants 

will be documented in a case note. 

4. Provide alternative methods to participate in the shared planning meetings such as conference 

calls and video conferencing. 

5. Obtain releases of information from parents and youth age 13 and older before the shared 

planning meeting if any information regarding their mental health treatment, substance abuse 

treatment, access to reproductive services or sexually transmitted diseases/human 

immunodeficiency virus is discussed or shared with meeting participants. 

6. After the shelter care hearing but before the following shared planning meetings, describe the 

shared planning meeting process to parents requesting or participating in a:  

1. FTDM; 

2. Shelter Care Case Conference; or 

3. Permanency planning meeting. 

2. If the child, caregiver or parent is unable to attend the shared planning meeting his or her input will be 

presented by the assigned caseworker and will be considered. 

3. During the meeting, the assigned caseworker or supervisor will:  

1. Present a case history and the child and/or familyôs current situation. 

2. Provide participants the opportunity to present information and engage in the shared planning 

process. 

3. Identify family strengths and community and cultural supports. 

4. Address and review the following (when applicable):  

1. Safety  

1. Safety assessments 

2. Safety plans 

3. Services needed to reduce safety concerns and increase protective capacities. 

2. Permanency  

https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf


1. Progress toward achieving a permanent plan and appropriateness of the case plan 

to address safety threats and barriers to reunification. 

2. All primary and alternate permanency plans. 

3. Compelling reasons if a TPR has not been filed within 12 months of childôs OPD. 

4. Placement stability  

1. Appropriateness of current placement. 

2. Childôs adjustment in the placement. 

3. The need for services to reduce risk of disruption. 

5. Sibling connections. This includes efforts to place siblings together and maintain 

sibling visits or contacts. 

6. The level of supervision needed to manage safety threats during family time. 

7. Relative search efforts, status of Tribal affiliation, involvement and notification to 

relatives and Tribes. 

8. Plan to maintain community and cultural connections. 

3. Well-being  

1. Mental health, physical health and well-being of child, including medical 

information and needs. This includes determining if a Wraparound Intensive 

Services (WISe) referral needs to be made for a child or youth with complex 

behavioral health needs. 

2. Alternative plan for assessment and treatment if child has been denied mental 

health or substance abuse services. 

3. Services to support healthy development and attachment.  This includes normal 

childhood activities under the reasonable and prudent parenting standard. 

4. The childôs connections with siblings and other relatives.  For youth 16 and 

above, this includes discussing skills and strategies to safely reconnect with any 

identified family members and provide guidance and services to assist the youth. 

5. Childôs education status, needs and supports. Assign tasks and responsibilities as 

appropriate for child's education to include but not limited to, school enrollment, 

transportation, referrals for school based services. 

6. Results of the CHET screening and other assessments if available. If CHET 

results are not available, present results at the next scheduled shared planning 

meeting. 

7. Services and activities needed to support the youth in his or her transition to 

adulthood:  

1. For youth 14 years of age or older as part of transition planning:  

1. Education 

2. Employment 

3. Housing 

4. Health insurance 

5. Mentors and continuing supports 

2. For youth 15 years of age and older status of referrals to Independent 

Living Services contract providers. 

8. Cultural and/or Tribal connections. 

4. Document all information discussed during shared planning meetings in FamLink using the Shared 

Planning form DCYF 14-474 within the required documentation timeframes. Documentation includes 

all persons who were invited and attended the meeting. 

5. Create and update the following, but not limited to, when needed:  

1. Safety Plan 

2. Family Time and Sibling Visitation Plan 

3. Comprehensive Family Evaluation (CFE) 

4. Court Report for dependent children 

5. Case plan for FAR and FVS cases 

https://www.dcyf.wa.gov/node/1321
https://www.dcyf.wa.gov/node/1321
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=


6. Education Plan 

7. Transition Plan 

8. Referrals to services 

Forms 

Shared Planning DCYF 14-474 

Transition Plan form DCYF 15-417 (currently named Transition Plan for Youth Exiting Care) 

Shared Planning Parent Information Sheet DCYF 15-260 

Resources 

Family Team Decision-Making (FTDM) Practice Guide 

Caregiver Guidelines for Foster Childhood Activities 

www.caseylifeskills.org 

Understanding the Dependency Court Process DSHS 22-1499 

1720. Family Team Decision Making Meetings 
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Purpose 

Family Team Decision Making (FTDM) meetings follow the Shared Planning Meeting model of engaging the 

family and  others who are involved with the family to participate in critical decisions regarding the removal of 

child(ren) from their home,  placement stabilization and prevention and reunification or placement into a 

permanent home. 

Laws 

RCW 13.34.067 Shelter Care, Case Conference, Service Agreement 

RCW 13.34.145 Permanency planning hearing, purpose, time limits, review hearing, petition for termination of 

parental rights, guardianship petition, agency responsibility to provide services to parents, due process rights 

https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-260&title=
https://www.dcyf.wa.gov/sites/default/files/pdf/FTDMPracticeGuide.pdf
https://www.dshs.wa.gov/SESA/publications-library?combine&field_program_topic_value=All&field_job__value=22-533&field_language_available_value=All
http://www.caseylifeskills.org/
https://www.dshs.wa.gov/SESA/publications-library?combine&field_program_topic_value=All&field_job__value=22-1499&field_language_available_value=All
https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.067
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.145


Policy 

1. FTDM meetings must occur within the required timelines, unless approved by the area administrator 

(AA). 

2. Participants listed on the Guide to Shared Planning Meetings must be invited to the FTDM meeting. 

3. Incarcerated parents must be provided access and opportunities to participate in FTDM meetings. 

4. FDTM meetings must be documented in FamLink using the Shared Planning form 14-474. 

Procedures 

Caseworkers must: 

1. Conduct a FTDM meeting within the following timeframes (Convene additional FTDM meetings as 

needed):  

1. Prior to:  

1. Removing a child and anytime out-of-home placement of a child is being considered. 

2. Moving a child from one placement to another. 

3. Trial return home or reunification of a child with parents. 

4. The end of a Voluntary Placement Agreement. 

2. No later than 72 hours after a child is placed:  

1. Into protective custody by law enforcement and prior to the shelter care hearing. 

2. With a new caregiver due to an unplanned change in placement. 

3. On a Voluntary Placement Agreement when there is an emergency and the FTDM cannot 

occur prior to placement. 

3. If the FTDM cannot occur within the required timeframe and is approved by the AA, the 

caseworker must document the reason, date of approval and notify the FTDM facilitator. 

2. Certain circumstances may require that an individual be excluded from participating in the FTDM 

meeting. Those circumstances include, but are not limited to the following:  

1. The excluded individual is the subject in an on-going criminal investigation. 

2. It is unsafe for an individual to participate in the meeting. 

3. If the child, caregiver or parent is unable to attend the FTDM meeting, their input will be presented and 

considered in the decision-making process. 

4. If the FTDM is being combined with a Shelter Care Case Conference, a parent must consent to the 

caregiverôs attendance. For all other FTDMs combined with other shared planning meetings, if a parent 

does not consent to the caregiverôs attendance, the caregiver will be asked to leave when parentôs 

information is being discussed. 

5. Document and verify the following has been documented in the appropriate place on the Shared 

Planning form DSHS 14-474 in FamLink within seven calendar days:  

1. All persons who were invited and who attended. 

2. Complete Section 8 on the form. 

3. Discussions regarding safety, permanency and well-being outlined in the 1710. Shared Planning 

policy. 

4. Any decisions reached and any plans made at the meeting. 

Forms 

Shared Planning DSHS 14-474 

Resources 

https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf
http://www.dcyf.wa.gov/node/587
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585
https://www.dshs.wa.gov/fsa/forms?field_number_value=14-474&title


Family Team Decision-Making (FTDM) Practice Guide 

Guide to Shared Planning Meetings 

2350. Audio Recording policy 

4305. Permanent and Concurrent Planning 

1730. Shelter Care Case Conference 
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Purpose 

Provide an opportunity to develop and specify in a written case plan the expectations of both CA and the parent 

regarding the care and placement of their child. 

Laws 

RCW 13.34.067 

RCW 74.14A.020 

RCW 13.34 

Policy 

1. Following Shelter Care and no later than thirty days prior to Fact Finding hearing CA will facilitate a 

conference to develop a written service agreement. 

2. Required participants must be invited to the Shelter Care Case Conference. 

Procedures 

1. Schedule a Case Conference meeting when the court establishes shelter care and no later than thirty days 

before the Fact Finding court hearing. 

2. Invite to the case conference the following individuals:  

1. Parents 

2. Youth (as developmentally appropriate) 

3. Parents and youth's assigned counsel 

4. GAL or CASA 

5. Tribe(s) 

6. Other persons identified and agreed upon by the parties 

3. Develop a written case plan including the expectations of CA and the parents regarding the care and 

placement of the parent's child. 

4. Document the Case Conference within the Shared Planning Page in FamLink. 

Forms 

¶ Case Plan 

https://www.dcyf.wa.gov/sites/default/files/pdf/FTDMPracticeGuide.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/SharedPlanningGuide.pdf
https://www.dcyf.wa.gov/node/596
https://www.dcyf.wa.gov/node/1303
https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.067
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34


1740. Child Protection Teams (CPT) 
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Purpose 

Child Protection Teams provide confidential, multi-disciplinary consultation and recommendations to the 

Department on cases where there will not be an FTDM, and there is a risk of serious or imminent harm to a 

young child and when there is dispute if an out-of home placement is appropriate. 

Laws 

Executive Order 12-04 

WAC 388-15-033 

Policy 

1. Regional Administrators (RA), or their designee, must establish and maintain at least one Child 

Protection Team in each region. 

2. Child Protection Teams will include at least four selected professionals that provide services to abused 

and neglected children or their families. 

3. Child Protection Team recommendations are advisory to CA staff. 

Procedures 

1. Child Protection Teams participants may include:  

1. Law enforcement 

2. Physicians, and/or other medical professionals 

3. Mental health/substance abuse counselors 

4. Educators, CASA's, foster parents 

5. Domestic Violence advocates and/or experts 

6. DSHS staff with specific and complementary skills/knowledge to a CPT 

7. Other Mandated Reporters 

8. Professionals who play a significant role with the family 

2. Staff are required to submit a CPT Case Presentation Summary to the CPT Coordinator:  

1. In all child abuse or neglect investigation cases in which the assessment requires the Department 

to offer services, and a Family Team Decision Making (FTDM) meeting will not or cannot be 

held, and the child's age is six years or younger; and 

2. In all child abuse and neglect cases where serious professional disagreement exists regarding a 

risk of serious harm to the child and where there is a dispute over whether out-of-home 

placement is appropriate. 

3. When the Department chooses to bring a case to CPT believing that such a consultation may 

assist in improving outcomes for a particular child. 

3. CPT Coordinators must:  

1. Coordinate and manage CPT membership, recruitment, training, scheduling, record -keeping 

including CPT recommendations, reporting and communication for the CPT. 

2. Provide in writing the CPT staffing recommendations to the assigned worker and supervisor 

following the staffing. 

3. Maintain a tracking system to document activity for staffings and recommendations. 

https://www.dcyf.wa.gov/user/1
http://www.governor.wa.gov/sites/default/files/exe_order/eo_12-04.pdf
http://apps.leg.wa.gov/wac/default.aspx?cite=388-15-033
https://www.dshs.wa.gov/sites/default/files/FSA/forms/word/15-268.doc


4. Document the CPT in the Shared Planning section in FamLink per Shared Planning FamLink 

Manual. 

Forms 

¶ DCYF 15-266 CPT Staffing Recommendations 

¶ DCYF 15-268 CPT Case Presentation Summary 

Resources 

¶ Child Protection Team Volunteer Handbook 

2200. Intake Process and Response 
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Purpose 

The Department of Children, Youth, and Families (DCYF) receives and processes reports of child abuse and 

neglect, requests for services and provides information and referrals according to federal and state law on a 24-

hour basis. 

Scope 

This policy applies to child welfare intake employees. 

Laws 

Chapter 74.13 RCW Child Welfare Services 

Chapter 74.15 RCW Care of Children, Expectant Mothers, Persons with Developmental Disabilities 

RCW 9A.16.100 Use of Force 

RCW 13.34.030 Juvenile Court Act ï Definitions 

RCW 13.34.360 Transfer of Newborn to Qualified Person ï Criminal Liability ï Notification to Child 

Protective Services ï Definitions 

RCW 26.44.020 Abuse of Children ï Definitions 

https://www.dcyf.wa.gov/forms?field_number_value=15-266&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-268&title=
https://www.dcyf.wa.gov/user/1
https://apps.leg.wa.gov/RCW/default.aspx?cite=74.13
https://apps.leg.wa.gov/rcw/default.aspx?cite=74.15
https://apps.leg.wa.gov/RCW/default.aspx?cite=9A.16.100
https://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.030
https://apps.leg.wa.gov/RCW/default.aspx?Cite=13.34.360
https://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.020


RCW 26.44.030 Abuse of Children ï Reports 

RCW 46.61.687 Child Passenger Restraint 

Policy 

1. The intake worker will:  

1. Conduct a comprehensive interview with any referrer, including making reasonable efforts to 

learn the referrerôs name, address, and telephone number and conduct a FamLink person search 

for all persons, victims, perpetrators, parents, and family members listed in the intake. 

2. Contact and document collateral source information in order to complete a comprehensive intake 

when:  

1. Sufficient information is not available from the referrer to determine the intake screening 

decision or appropriate response time. 

2. It is necessary to verify or clarify a child abuse or neglect (CA/N) allegation. 

3. Process reports with allegations of CA/N, circumstances placing a child at imminent risk of 

serious harm and requests for services specific to DCYF from any source and in any form, and 

document in an intake.  

1. Sufficiency Screening 

Screen in intakes for Child Protective Services (CPS) intervention if the following 

sufficiency screening criteria are met:  

1. The alleged victim is under 18 years of age; 

2. The allegation, if true, minimally meets the WAC definition of CA/N or it is 

alleged a childôs circumstances place them at imminent risk of serious harm; and 

3. The alleged subject has the role of a parent, person acting in loco parentis, or 

unknown; or 

4. The subject is providing care in a facility subject to licensing by DCYF, or in 

other state-regulated care. 

2. Allegations of CA/N or Imminent Risk of Serious Harm 

Utilize the FamLink intake, Chronicity Indicator, Structured Decision Making (SDM) 

Intake, and Intake Practice Guides located on the DCYF intranet to determine assignment 

to CPS Investigation, CPS Family Assessment Response (FAR), or for Licensing 

Division (LD) formerly Division of Licensed Resources CPS.  

1. Screen in for:  

1. CPS or LD CPS Investigation when there is an allegation of:  

1. Sexual abuse or sexual exploitation. 

2. Serious physical abuse or serious neglect. 

3. Physical abuse to a child under the age of four for DCYF. 

4. Abuse or neglect reported by a physician, or a medical professional 

on a physicianôs behalf, regarding a child under age five. 

5. Injury or bruise on a non-mobile infant, birth to 12 months 

regardless of the explanation about how the injury or bruise 

occurred. 

2. CPS or LD CPS Investigation when a report is received from a 

commissioned law enforcement (LE) officer stating a parent has been 

arrested for Criminal Mistreatment in the fourth degree per chapter 9A.42 

RCW 

3. CPS Investigation when:  

1. Child or youth in the household is having sexualized contact or 

engaging in sexual behaviors with other children or youth in the 

home. For behaviors that may be considered common for 

https://apps.leg.wa.gov/RCW/default.aspx?Cite=26.44.030
https://apps.leg.wa.gov/RCW/default.aspx?cite=46.61.687
http://apps.leg.wa.gov/rcw/default.aspx?cite=9A.42
http://apps.leg.wa.gov/rcw/default.aspx?cite=9A.42


childhood development, see Sexual Development and Behavior in 

Children. 

2. There is an open dependency case involving the child victim or 

other member of the household. 

3. A dependency action, closed within the previous 12 months, 

involving the child victim or a household member who may be a 

parent, guardian, caregiver of the child, or other adult who resides 

in the home. 

4. An alleged victim or subject is named in three or more intakes 

screened in for investigation or FAR in the past 12 months. 

4. CPS FAR when it is indicated on the SDM Screening Tool. 

5. LD CPS Investigation when there is an allegation of CA/N in a facility 

subject to licensing by LD or DCYF or the facility is state regulated. 

Follow the intake requirements in the DLR CPS Handbook ï Investigating 

Abuse and Neglect in State-Regulated Care. 

2. Screen in CPS Risk Only reports when a child is at imminent risk of serious harm 

and there are no CA/N allegations. These include, but are not limited to reports:  

1. From law enforcement (LE) about a sexually aggressive youth under age 

eight. 

2. From the prosecutor's office about a sexually aggressive youth under age 

12 who will not be prosecuted. 

3. Involving CA/N allegations against an individual age 18 through 20 

residing in a state-regulated or licensed facility or facility subject to 

licensing. 

4. Involving CA/N allegations against an individual age 18 through 24 who 

reside in a juvenile rehabilitation (JR) facility. 

5. Of a child at imminent risk of serious harm on an open DCYF case. 

6. Of a child at imminent risk of serious harm in the care of a licensed or 

unlicensed provider. 

3. Screen in reports made by a physician licensed under chapter 18.71 RCW on the 

basis of expert medical opinion that child abuse, neglect, or sexual assault may 

have or has occurred and that the child's safety will be seriously endangered if the 

child is returned home, per RCW 26.44.030(8) 

4. Screen in reports from anonymous referrers when alleged CA/N meets the 

sufficiency screening criteria or there is imminent risk of serious harm and one or 

more of the following exists:  

1. There is a serious threat of substantial harm to a child. 

2. The allegations includes conduct involving a criminal offense that has, or 

is about to occur, in which the child is the victim. 

3. A member of the household has a prior founded report of CA/N within 

three years of receiving the most recent intake.  

5. Inform the referrer that, if  they choose to remain anonymous and the allegation is 

assessed at a lower risk, the intake, with the exception of LD CPS, will screen out 

and will not be assigned for CPS or FAR investigation. 

6. Screen in all reports of CA/N or imminent risk of serious harm involving a facility 

or a facility subject to licensing, regardless of the anonymity of the referrer. 

7. Screen in reports involving a newborn exposed to substances including alcohol, 

marijuana, prescription medications and any drug with abuse potential to the 

following pathways:  

1. CPS Risk Only when there is no CA/N allegation but the newborn is one 

of the following:  

1. Substance affected, as identified by a medical practitioner. 

https://www.nctsn.org/resources/sexual-development-and-behavior-children-information-parents-and-caregivers
http://app.leg.wa.gov/RCW/default.aspx?cite=18.71
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.030


2. Substance exposed and risk factors indicate imminent risk of 

serious harm. 

2. CPS Investigation or FAR or LD CPS Investigation when there is a CA/N 

allegation. 

3. Commercially Sexually Exploited Children (CSEC):  

1. Complete the CSEC screening question for all intakes involving suspected or 

confirmed allegations of sexual exploitation of a child or youth. 

2. Assign all intakes with suspected or confirmed allegations of CSEC to CPS or LD 

CPS investigations when there are allegations of CA/N and the alleged subject is 

a parent, guardian, legal custodian, or person acting in loco-parentis. 

3. Notify LE within 24-hours of the time the intake is received on all suspected or 

confirmed CSEC related intakes when there is reasonable cause to believe a crime 

has been committed. The intake worker will notify the LE agency with 

jurisdiction when the 24-hour notification requirement cannot be met by an 

assigned caseworker or field supervisor managing the straw assignments. 

4. Requests for services for a family or child (Non CPS)  

1. Screen in intakes for:  

1. Family Voluntary Services (FVS) when a parent or legal guardian requests 

services in the home or temporary placement of a child, and there is no 

anticipated court involvement. 

2. Family Reconciliation Services (FRS) when receiving a request:  

1. For a family assessment for a Child in Need of Services (CHINS) 

or an At Risk Youth (ARY) petition. 

2. From a youth age 12-17, parent, (custodial or noncustodial), 

caregiver, LE, Tribal or DCYF caseworker, HOPE Center, Crisis 

Residential Center (CRC), or Overnight Youth Shelter (OYS) staff 

when at least one family member requests immediate assistance 

from DCYF for a family experiencing immediate family crisis due 

to conflict or a youth exhibiting high risk behaviors. 

3. The following pathways when receiving reports from a CRC, Hope Center 

or OYS involving a runaway youth and there are no allegations of CA/N:  

1. FRS for youth age 12 and older. 

2. FVS for youth under age 12. 

4. The following pathways when there are no allegations of CA/N regarding 

a parent or caregiver and requests are received for services involving 

commercially sexually exploited children and youth and the request is 

made by the youth, parent or other community member:  

1. FRS for youth age 12 and older. 

2. FVS for youth under age 12. 

5. Child and Family Welfare Services (CFWS) when:  

1. Services are requested for a family or child, the request is 

appropriate and there is service availability. The caregiver, child, 

community member or other child welfare agency may make a 

service request. 

2. A parent transfers a newborn, birth to 72-hours old, anonymously 

at a hospital emergency room, fire station or federally designated 

rural health clinic if open and personnel are present to accept the 

child, per RCW 13.34.360. 

6. Extended Foster Care (EFC) for youth 18 through 20 years old requesting 

services and who were dependent on their 18th birthday. This includes 

dependent youth in the custody of JR, DOC, county detention, or jail and 

https://apps.leg.wa.gov/RCW/default.aspx?Cite=13.34.360


who otherwise meet the eligibility criteria. The intake is assigned to the 

local office in the nearest area where the youth currently resides. 

7. Non-CPS rule infraction on reports regarding LD or DCYF licensed home 

or facility that do not contain allegations of CA/N. 

8. Non-CPS rule infraction on reports regarding an illegally operating child 

care or foster home that does not contain allegations of CA/N. 

9. Title IV-E and non-Title IV-E Tribal Placement or Payment Only on all 

tribal payment requests, for both open and closed cases, unless it is a 

modification to an existing payment-only case. 

2. Refer all inquiries regarding adoption to a foster care licensing supervisor. 

5. Indian Child Welfare (ICW)  

1. Make efforts to determine if a child is affiliated with a federally recognized Tribe. 

Refer to the Intake Referral and After-Hours Field Response Coordination with 

Washington state Federally Recognized Tribes  and Tribal Agreements located on 

the ICW page on the DCYF intranet. 

2. If a child or family is affiliated with a Washington state federally recognized 

Tribe:  

1. Attempt collateral contact with the Tribe prior to making a screening 

decision. 

2. Document the contact or attempts in the ICW tab in the CA Intake. 

3. Follow ICW Manual Chapter 1. 

6. Law Enforcement (LE)  

1. Consult immediately with the intake supervisor if there is an indication the child 

may be in present danger and a LE child welfare check may be needed, per the 

Present Danger policy. 

2. Follow Mandated Reports to Law Enforcement policy. 

7. Domestic Violence (DV)  

1. Screen in for DV on all intakes by asking the following universal screening 

questions, ñHas any adult used or threatened to use physical force against an adult 

in the home?ò If so, the intake worker must ask, ñWho did what to whom?ò 

2. Offer DV resource information to the referrer on all screened in or out intakes 

when DV is identified and the referrer is not familiar with DV resources. 

Resource information is located at Washington State Coalition Against Domestic 

Violence and the DSHS DV site. 

8. Contracted Provider  

1. Screen out CPS intakes regarding a contracted provider not acting as:  

1. Parent, 

2. Guardian, or 

3. Loco-Parentis 

That does not have a DCYF license as third party and send the report to LE if an 

alleged crime has been committed. 

2. Complete the DCYF survey monkey complaint tool, not an intake, when 

receiving non-CPS complaints regarding contracted providers that do not have a 

DCYF license. 

3. Inform the DCYF headquarters contracts monitoring manager when made aware 

of a screened-in CPS intake related to the following persons or their biological 

family:  

1. A contracted provider who is not licensed or subject to be licensed by 

DCYF, or 

2. An employee or sub-contractor of the provider. 

https://www.dcyf.wa.gov/sites/default/files/pdf/TribalCoordination.pdf
https://www.dcyf.wa.gov/sites/default/files/pdf/TribalCoordination.pdf
https://www.dcyf.wa.gov/node/873
https://www.dcyf.wa.gov/1100-child-safety/1110-present-danger
https://www.dcyf.wa.gov/practices-and-procedures/2571-mandated-reports-law-enforcement
http://wscadv.org/
http://wscadv.org/
https://www.dshs.wa.gov/esa/community-services-offices/domestic-violence


9. Alerts and Requests from Other States   

1. Generate an intake when an alert or request is received from another state.  

1. Screen in intakes when the child is in Washington state and there are 

allegations of CA/N that occurred in Washington state meeting the 

sufficiency screen or there is imminent risk of serious harm. 

2. Screen out the intake when it is determined the child is not in Washington 

State. 

2. Screen out intakes with requests for courtesy home walkthroughs or child welfare 

checks for a child residing in Washington state if there are not allegations of 

CA/N or imminent risk of harm and refer to appropriate resources, such as 

Interstate Compact on the Placement of Children (ICPC) or LE. 

10. After Business Hours, Weekends and State Holidays Intake Response    

1. The intake worker immediately notifies the intake supervisor of an emergent 

intake, no later than one hour after determining it is emergent. 

2. The intake supervisor will contact the after-hours supervisor or  area administrator 

for an after-hours response when:  

1. A child is in present or impending danger. 

2. A face-to-face cannot be completed during normal business hours. 

11. Additional Requirements  

1. Provide assurance to referrers that DCYF will make all legal and reasonable 

efforts to maintain their confidentiality. 

2. Inform the referrer their name may be disclosed for:  

1. Court proceedings. 

2. Dependency or criminal court proceedings. 

3. Criminal Investigations by LE including malicious or false  reporting. 

4. When the court orders disclosure. 

3. Inform the referrer that reports or testimony made in good faith have immunity 

under RCW 26.44.060. 

4. Generate an intake regardless of where the child resides in Washington state. 

5. Generate a new intake on an open case when a report is received alleging a 

new  CA/N. If the intake is screened in, the case will be assigned to a CPS 

caseworker. 

6. Identify a minor child as a subject only when they are the parent of the alleged 

victim. 

7. Generate and screen out an intake when a report is received about a pregnant 

womanôs alleged abuse of substances and if there is no CA/N allegation or 

imminent risk of serious harm regarding children in her care. Substances can 

include alcohol, marijuana, prescription medications and any drug with abuse 

potential. 

8. Generate a new screened out intake when a DCYF caseworker receives additional 

reports of the same CA/N allegations that are already documented in an intake, 

excluding facility related intakes and:  

1. Select the reason code option of ñAllegation Documented in Previous 

Intake.ò 

2. Include the previous intake number in the explanation dialogue box in 

Decision tab in FamLink. 

3. The supervisor must confirm all allegations were previously documented. 

9. Complete the following when any child is reported to intake as Missing from Care 

(MFC).  

1. Notify the assigned caseworker and  their supervisor of any child MFC. 

Refer to Intake Practice Guide on the DCYF intranet for notification 

details. 

http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.060
https://www.dcyf.wa.gov/4500-specific-services/4550-youth-missing-care
https://www.dcyf.wa.gov/4500-specific-services/4550-youth-missing-care


2. Document the notification in a case note. 

10. Follow the Photograph Documentation policy when a photograph is received. 

11. Follow the Audio Recording policy when an audio recording is received. 

12. Respond to inquiry only calls by providing resource information as requested and 

available. Inquiry calls are not documented in FamLink because there is no CA/N 

allegation, concern or request for services specific to DCYF, and do not require 

screening. 

4. Create and document the intake in FamLink on the date and time DCYF receives the 

information. Complete the intake according to the following timeframes and intake pathways:  

1. Four hours:  

1. Emergent CPS, CFWS, CPS Risk Only, or LD CPS 

2. CFWS emergent placement and Safe Haven 

3. FRS 

2. Four business hours (8:00 a.m. to 5:00 p.m., Monday through Friday, excluding holidays)  

1. Non-Emergent  Investigation 

2. FAR 

3. Non-Emergent LD CPS 

3. Two business days (8:00 a.m. to 5:00 p.m., Monday through Friday, excluding holidays)  

1. Information Only 

2. Third Party 

3. CFWS 

4. Rule Infraction 

5. ICPC Home Study, per ICPC Placed in Washington state policy. 

2. The intake supervisor will:  

1. Review all intakes to make a final screening decision and pathway assignment. The final 

screening decision is based upon information in the intake and FamLink, and critical thinking 

that balances child safety, risk and mitigating factors. 

2. Restrict intake or case records during the process of documenting an intake and notify -the area 

administrator when it is learned:  

1. The subject, victim, or client is an employee or family member of DCYF. 

2. The case is high profile. High profile cases include those involving a child fatality or 

near-fatality, reports in the media about events in a new intake, a child in an open case is 

the subject of an Amber Alert, or a parent or caregiver has been arrested as the suspect of 

child abuse or neglect in a new intake. 

3. The appointing authority determines it is necessary. 

3. Review the case history and current allegations on all screened out intakes that have the 

chronicity flag indicated to:  

1. Review and document patterns or history to determine if cumulative harm exists. RCW 

26.44.020 (17) 

2. Assess if a call back to the referrer or collateral contact is necessary for additional 

information to make a final screening decision. 

4. Review FamLink Desktop alerts during their shift prior to clearing intakes. If there is an alert on 

a child identified in the intake, he or she will notify the assigned office immediately. 

5. Document an intake time frame extension in a case note explaining the rationale within seven 

calendar days of granting the extension. Extensions, not to exceed two hours, are only approved 

by the intake supervisor to allow intake staff additional time to complete collateral contacts. 

Procedures 

When completing an intake, the intake worker will follow steps outlined in the Intake Practice Guide located on 

the Intake page on the DCYF Intranet. 

https://www.dcyf.wa.gov/6000-operations/6500-photograph-documentation
https://www.dcyf.wa.gov/practices-and-procedures/2350-audio-recording
https://www.dcyf.wa.gov/node/1428
https://www.dcyf.wa.gov/5600-interstate-compact-placement-children/5602-interstate-compact-placement-children-placed
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.020
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.020


Forms 

¶ Intake Report DCYF 14-260 

Resources 

¶ Intake Guide 

¶ LD Child Abuse and Neglect Practice Guide 

¶ DLR CPS Handbook ï Investigating Abuse and Neglect in State-Regulated Care  

¶ Mandated Reporter Toolkit 

¶ Screening and Assessment Response Policy and Procedures 

¶ Sexual Development and Behavior in Children 

2310. Child Protective Services (CPS) Initial Face-

To-Face (IFF) Response 

2310. Child Protective Services (CPS) Initial Face-To-Face (IFF) Response admin Wed, 07/25/2018 - 21:54  

Approval:   Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:   

Revised Date:  October 19, 2017 

Policy Review:  October 19, 2021 

 

Purpose 

To provide direction to Division of Children and Family Services (DCFS) and Division of Licensed Resources 

(DLR) staff in making initial face-to-face (IFF) contact with a victim or identified child in a Child Protective 

Services (CPS) response. 

Scope 

This policy applies to CA staff. 

Laws 

RCW 26.44.020 

RCW 74.13.031 

Policy 

When conducting an IFF contact with the child, the DCFS caseworker, after-hours worker and the DLR/CPS 

investigator must: 

https://www.dcyf.wa.gov/safety/mandated-reporter
http://nctsn.org/nctsn_assets/pdfs/caring/sexualdevelopmentandbehavior.pdf
https://www.dcyf.wa.gov/user/1
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.020
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.031


1. Meet in-person with the victim or identified child in the following timeframes from the date and time 

CA receives the intake  

1. 24-hours for an emergent response. 

2. 72-hours for a non-emergent response. 

2. Follow Chapter 1 Initial Intake Indian Child Welfare (ICW) of the ICW Manual policies when there is 

reason to know that the child is or may be a member, or the biological child of a member and eligible for 

membership in a federally recognized tribe. 

3. During the IFF contact with the child:  

1. The DCFS caseworker, after-hours or the DLR/CPS investigator must:  

1. Assess for present danger and take protective action if present danger is identified. 

2. Observe the physical condition and behaviors of the child. 

3. Follow 6500. Photograph Documentation policy when photographing a childôs physical 

condition or environment to document child abuse or neglect. 

4. Follow 2333. Interviewing a Victim or Identified Child policy when conducting a 

comprehensive interview. 

2. The DCFS caseworker and after-hours worker must:  

1. Observe the childôs living environment, if possible. 

2. Gather relevant and sufficient information to complete the safety assessment within 30 

calendar days, and the Structured Decision Making Risk Assessment (SDMRA) within 

60 days of receiving the intake. 

3. The DLR investigator must complete a safety assessment of the victim or identified child who is 

a biological, adoptive, or guardianship child of a DLR/CPS investigation. See Investigating 

Abuse and Neglect in State-Regulated Care Handbook on the CA intranet. 

4. If a child is believed to be at imminent risk of serious harm or there is a new allegation of CA/N, 

immediately call Intake to report the new information. 

5. If there is information about a crime against a child, and the worker believes the child is in present 

danger, immediately call 911 to make a law enforcement (LE) report per the Mandated Reports to Law 

Enforcement policy. 

6. Complete the Commercially Sexually Exploited Child (CSEC) Screen DSHS 15-476 if the child is 

suspected or confirmed to be a victim of CSEC. 

7. IFF Requirements During Business Hours if Unable to Locate a Victim or Identified Child  

1. If a victim or identified child cannot be located within the 24 or 72-hour timeframes, the DCFS 

caseworker or the DLR investigator:  

1. Must use the search activities identified in the Guidelines for Reasonable Efforts to 

Locate Children and/or Parents. 

2. Must consult with the supervisor. 

3. May contact after-hours worker to continue efforts to complete the IFF. 

2. If a parent or provider indicates they donôt know where the victim or identified child is located, 
and hasnôt contacted LE to report the child as a runaway or missing, the caseworker or the DLR 

investigator must complete search activities identified in the Guidelines for Reasonable Efforts to 

Locate Children and/or Parents and make a report to law enforcement. 

3. If there is a reason to believe a child has moved out-of-state before the IFF is conducted, the 

DCFS caseworker must contact that stateôs child welfare agency to report the allegations of 

CA/N. 

8. IFF Requirements During After Hours  

1. The regional administrator or designee must develop protocols for how an after-hours worker 

responds to and reports the outcome of their case activity to the CPS or DLR/CPS assigned 

worker, or supervisor. 

2. Present Danger  

1. The after-hours worker must immediately report to their supervisor if present danger is 

identified and protective actions taken. 

https://www.dcyf.wa.gov/node/873
https://www.dcyf.wa.gov/node/1421
https://www.dcyf.wa.gov/node/593
https://www.dcyf.wa.gov/node/600
https://www.dcyf.wa.gov/node/605
https://www.dcyf.wa.gov/node/605
https://www.dcyf.wa.gov/node/582


2. The on-call supervisor or area administrator (AA) shall review and verbally approve the 

protective action taken by the after-hours worker, and document the protective action and 

approval in a FamLink case note. 

3. The after-hours supervisor will review intakes assigned to the straw to determine if the IFF initial 

timeframe will expire before the next business day and assess the need to initiate after-hours 

contact. 

4. Emergent intake response includes, but is not limited to:  

1. The Centralized Intake (CI) supervisor contacting the on-call DCFS after-hours field 

supervisor or AA when an after-hours worker is needed to respond. 

2. The CI supervisor contacting the DLR/CPS on-call supervisor when an after-hours 

worker is needed for a DLR/CPS case. 

If the DLR/CPS on-call supervisor agrees with the emergent screening, and if an 

extension is not recommended, CI will contact the DCFS after-hours field supervisor or 

AA to request the after-hours worker response. 

3. The after-hours field supervisor or AA must contact the after-hours worker to coordinate 

field response and address worker safety. 

5. If  an emergent intake does not require immediate response by after hours, CI will email the 

emergent intake to the after-hours field supervisor or AA. 

 

6. If there is conflict regarding a screening decision for an after-hours 24-hour emergent intake, the 

CI supervisor's decision prevails. 

9. Extensions to the IFF are only used if:  

1. Child safety may be compromised if an extension is not granted, and the extension is approved 

by the AA. 

2. A LE officer requests to delay the IFF contact with the child per the County Child Abuse, 

Fatality and Criminal Neglect Investigation protocols and the extension is approved by the CA 

supervisor. 

3. Reasonable efforts were made to locate the child and the child cannot be located within the 24-

hour or 72-hour timeframe. If this occurs, the assigned CA supervisor must review the 

caseworkerôs efforts to locate the child and approve a new extension every:  

1. Three business days on an emergent intake until the IFF contact occurs. 

2. Five business days on a non-emergent intake until the IFF occurs. 

4. A child was allegedly abused in a licensed facility that does not provide care during the weekend 

or holiday, and the extension is approved by a DLR/CPS supervisor. 

5. A CPS intake is screened out by an intake supervisor and the assigned field supervisor screens 

the intake in. The field supervisor must approve the extension no later than 24-hours from the 

date and time the intake screening decision was changed. 

6. An intake that is screened as non-CPS by the intake supervisor and the DLR/CPS supervisor 

screens it in as DLR/CPS. The DLR/CPS supervisor must approve the extension no later than 24-

hours from the date and time the intake screening decision was changed and document the 

extension in FamLink using the reason ñReferral changed from licensing to DLR/CPS.ò 

7. The intake was received by an intake worker on the last business day of a work week, and not 

reviewed by a supervisor until the next business day. The field supervisor receiving the screened-

in intake may approve a 24-hour extension from the date and time the intake supervisor made the 

final screening decision. 

10. Exceptions to the IFF are only permitted when approved by the CPS or DLR/CPS supervisor under any 

one of the following circumstances:  

1. Reasonable efforts to locate the child are exhausted. 

2. The child is deceased. 

3. The child has moved out of state. 

4. The allegation involves a facility. The parent of the victim is the legal guardian, and not the 

subject, and the parent will not give permission for the investigator to interview the child. 



11. Documentation  

1. Within three calendar days of the IFF, the caseworker or after-hours worker will document in an 

IFF case note the following information:  

1. The IFF contact or attempted IFF, including date and time of the contact or attempted 

contact. 

2. If  anyone else was present during the contact. 

3. If present danger was identified, any protective action taken. 

2. The caseworker will upload all:  

1. Photographs taken into FamLink per the 6500. Photograph Documentation policy. 

2. Audio recordings of child interviews per the 2350. Audio Recording policy. 

3. Extension  

1. The assigning caseworker or supervisor must document all extensions within three 

calendar days of determining the extension applies, and include the following:  

1. The rationale for the extension. 

2. The timeframe for the extension. 

3. The name of the LE officer and agency, if applicable. 

4. The AA approval, if applicable. 

5. The supervisor approval. 

2. Exceptions  

1. The caseworker or supervisor must document in the FamLink extension/exception 

module, the rationale for the decision, and what reasonable efforts were made to 

locate the child, if applicable. 

2. The supervisor approval of the extension must be entered into FamLink within 

three calendar days of determining an exception to the IFF applies. 

Resources 

¶ Guidelines for Reasonable Efforts to Locate Children and/or Parents. 

¶ Investigating Abuse and Neglect in State-Regulated Care Handbook. 

¶ Washington State Tribes: Tribal Contact and Coordination Guidelines See Investigating Abuse and 

Neglect in State-Regulated Care Handbook located on the CA intranet. 
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A Childrenôs Administration (CA) Child Protective Services (CPS) or Division of Licensed Resources (DLR) 

CPS investigation is conducted when an intake is screened in with allegations of child abuse or neglect (CA/N) 

or a child is believed to be at imminent risk of harm. 

Scope 

This policy applies to Division of Children and Family Services (DCFS) caseworkers and DLR investigators 

conducting CPS investigations 

Laws 

RCW 26.44.030  Reports, Duty and authority to make 

RCW 26.44.100 Information about rights, Notification of investigation, report, and findings 

RCW 26.44.185  Investigation of child sexual abuse, Revision and expansion of protocols 

RCW 74.13.031  Duties of department, Child welfare services 

RCW 74.14B.010  Children's services workers, Hiring and training 

Policy 

1. The regional administrator (RA) or designee must:  

1. Develop CPS guidelines with the military base commander or designee for families living on-

post within the region. Guidelines and procedures may include off-post families. 

2. Collaborate with the county prosecutor and CA offices to establish and maintain the county child 

abuse investigation protocol per RCW 26.44.185.   

2. The DLR/CPS supervisor and investigators must follow the CA/N section of the handbook 

ñInvestigating Abuse and Neglect in State-Regulated Careò located on the CA intranet. 

3. The supervisor of the assigned DCFS caseworker must:  

1. Consult with the area administrator (AA) when there is a disagreement between supervisors 

about an intake screening decision or a CPS investigation identified for transfer to Family 

Voluntary Services (FVS). 

2. CPS Risk Only Assignment  

1. Assign CPS risk only intakes per the Case Assignment policy. 

2. If a case is already open in the office where a CPS risk only assignment belongs, assign 

the CPS risk only intake to the CPS Family Assessment Response (FAR), CPS 

investigation, FVS or Child and Family Welfare Services (CFWS) caseworker who will 

complete the CPS investigation; including the initial face-to-face contact with the child, 

and safety, risk and investigative assessments. 

3. If the case is co-assigned with CPS investigations, assign the intake to the CPS 

investigation caseworker. 

3. Conduct monthly supervisor case reviews, review all safety plans and document the reviews in a 

case note associated with the case. 

4. Review investigations submitted for approval, confirm the case documentation is complete and 

document the review in FamLink. 

5. Close the case or transfer the case assignment to FVS or CFWS for ongoing services as 

applicable. 

6. Review and approve timeframe extensions entered in FamLink for investigations that remain 

open past 90 calendar days from the date and time of intake due to collaboration with law 

http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.030
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enforcement or prosecutor and County Child Abuse, Fatality and Criminal Investigation 

Protocols. 

7. Review CPS cases for a statewide CPS alert through FamLink Help Desk when reasonable 

efforts to locate the child have been exhausted and either:  

1. The child is believed to be in present danger or unsafe. 

2. The court has authorized pick-up of the child. 

8. If a child is believed to be unsafe and the childôs whereabouts out-of-state are known, make a 

CPS report in that state. 

4. The assigned caseworker must complete the following.  

1. Prior to face-to-face contact or investigative interview of a child:  

1. Review the case history, if applicable. 

2. Coordinate with local law enforcement agencies per county child abuse investigation 

protocol located on the CA intranet, as applicable. 

3. Follow Indian Child Welfare Chapter 1 Initial Intake Indian Child Welfare (ICW) 

policies when there is reason to believe that the child is or may be a member, or is the 

biological child of a member and eligible for membership in a federally recognized tribe. 

4. Contact the referrer to ensure that the information in the intake is clear and complete, 

while maintaining confidentiality of case information with non-mandatory reporters. Case 

information may only be shared with mandated reporters as long as the information is 

pertinent to the CPS case. 

5. If the investigation involves a military parent or guardian, notify the Department of 

Defense Family Advocacy Program, per the military Memorandum of Understanding. 

2. Face-to-Face Contacts and Interviews with Children  

1. Conduct initial face-to-face (IFF) present danger assessment with the victim or identified 

child within the following timeframes from the date and time CA receives the intake:  

1. 24-hours for an emergent response. 

2. 72-hour for a non-emergent response. 

2. Conduct the investigative interview with the victim or identified child within ten calendar 

days from the date and time CA receives the intake if the interview was not already 

completed during the IFF. 

3. For children who are not a victim or identified child but who reside in the household, 

make face-to-face contact with each child to assess his or her safety and gather 

information to complete the safety assessment.  The safety assessment must be completed 

on all children no later than 30 calendar days from date of intake. 

4. Assess all children in the household for present danger. Take immediate protective action 

if any child is in present danger. 

5. If a victim, identified child or child residing in the household cannot be located, continue 

efforts to locate him or her until either the interview or safety assessment occurs or 

reasonable efforts to locate the child have been exhausted. Follow 2310. IFF policy and 

see Reasonable Efforts to locate Children or Parents on the CA intranet. 

6. During the investigative interview, follow the 2350. Audio Recording policy for child 

physical or sexual abuse interviews. 

7. Follow the 6500. Photograph Documentation policy when photographing a childôs 

physical condition or surroundings to document CA/N. 

8. Conduct monthly health and safety visits with children and parents if the case is open 

longer than 60 calendar days. 

3. In-Person Interviews of the Child's Parent or Legal Guardian, and Alleged Perpetrators  

1. Notify the childôs parents, guardian, or legal custodian:  

1. Of any CA/N allegations made against him or her at the initial point of contact, 

while maintaining the:  

1. Confidentiality of the person making the allegations. 

2. Safety and protection of the child. 
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3. Integrity of the investigation process. 

2. When a child is taken into protective custody. 

2. Identify and verify all individuals living in the home and assess for safety threats and 

risk. 

3. Provide infant safety education and intervention  for all children in the household age 

birth to one year. 

4. Inquire about the childôs possible membership or eligibility for membership in a federally 
recognized tribe. Follow Indian Child Welfare Manual Chapter 3 Inquiry and Verification 

of Childôs Indian Status. 

5. Conduct a universal domestic violence (DV) screening at key points in a case, i.e., a new 

intake, case transfer, and re-assessment of safety to identify if DV is present. If DV is 

identified, follow the 1170. DV policy and ensure all persons (e.g., child, caregivers or 

alleged perpetrators) are interviewed separately, if possible. 

6. If a parent or legal guardian or subject cannot be located, continue efforts to locate him or 

her or until either the interview occurs, or reasonable efforts to locate the parent have 

been exhausted. See Guidelines for Reasonable Efforts to Locate Children or Parents on 

the CA intranet 

4. Safety, Risk and Investigative Assessments  

1. Complete a safety assessment within 30 calendar days from the date of the intake, and at 

key decision points in a case. 

2. If a safety threat is identified and cannot be managed with a safety plan, review the case 

with a supervisor to determine if the child should be placed in out-of-home care. 

3. Complete the Structured Decision Making Risk Assessment (SDRMA) within 60 

calendar days from the date and time CA receives the intake. Services must be offered to 

family with a high SDMRA score, and may be offered to families with a moderately high 

score. Ongoing risk assessment continues throughout the life of a case from the initial 

CPS intake until the case is closed. 

4. Complete the Investigative Assessment (IA) on all investigations within 60 calendar days 

of date and time CA receives the intake. 

5. Document and submit for supervisor approval, a FamLink timeframe extension for 

investigations remaining open beyond 90 calendar days from the date and time CA 

receives the intake due to law enforcement or prosecutor collaboration. 

5. Safety Plans  

1. If a safety threat is identified, and can be controlled and managed in the home, complete a 

safety plan. 

2. Complete a Plan of Safe Care DSHS 15-491 with the family when a newborn is either:  

1. Identified as substance affected by a medical practitioner. 

2. Is born to a dependent youth. 

6. Consultations, Evaluations and Referrals  

1. Secure a prompt medical evaluation or treatment for a child:  

1. If indicators of serious CA/N exist. 

2. A child is three or younger with a physical abuse allegation. 

3. The alleged CA/N cannot be reasonably attributed to the explanation and a 

diagnostic finding would clarify the assessment of risk or determine the need for 

medical treatment. 

4. If the alleged neglect includes concerns that children are deprived of food, 

underweight, or are starved. 

2. Contact the Child Protection Medical Consultant in your region when identification or 

management of CA/N would be facilitated by expert medical consultation. 

3. Seek legal authority for the medical examination if the parent does not comply with the 

request. 
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4. Contact the Washington Poison Control Center at 1-800-222-1222 if consultation is 

needed about prescribed or non-prescribed medications. 

5. Refer a child or youth with complex behavioral health needs for a Wraparound Intensive 

Services (WISe) screen per 4542. WISe policy. 

6. Make a referral to Early Support for Infants and Toddlers (ESIT) services within two 

business days of identifying a child younger than three years old with a possible 

developmental delay. To refer:  

1. Contact the Family Resources Coordinator at 1-800-322-2588 or through the 

ESIT web site.  

2. Inform the childôs parents or legal guardian of the ESIT referral, that the services 
are no cost to the family and:  

1. Voluntary for non-dependent children; and 

2. Mandatory for dependent children. 

7. Case Coordination and Collateral Contacts  

1. Complete a criminal history background check for emergent placement of a child with an 

unlicensed relative or other suitable person. A criminal background check may be 

requested on alleged subjects or adults related to the investigation to assess child and 

caseworker safety. 

2. Contact law enforcement (LE):  

1. If there is information about a crime that has been committed against a child or 

vulnerable adult, or the childôs welfare is endangered per 2571. Mandated Reports 

to Law Enforcement policy. 

2. If assistance is needed to:  

1. Assure the safety of a child or staff. 

2. Observe or preserve evidence. 

3. Determine if a child is in need of protective custody. 

4. Enforce a court order. 

5. Assist with the investigation. 

3. Consult with the supervisor if a child is unsafe and LE does not place the child into 

protective custody. 

4. Interview professionals and other persons who may have knowledge of the child, parent 

or legal guardian, or the allegations of CA/N including but not limited to:  

1. Non-custodial parents 

2. School personnel 

3. Medical providers 

4. Childcare providers 

5. Relatives 

6. Neighbors 

7. Other adults or children living in the home. 

8. Other individuals identified by the parent or caregiver 

9. Tribal social worker, law enforcement or staff 

5. Seek expert consultation and evaluation of issues that may pose a child safety threat or 

risk of imminent harm, e.g., housing inspector, health department or other local authority, 

etc. 

8. Investigating Allegations of Serious Physical and Sexual Abuse  

1. Consult with the Child Protection Medical Consultation Network (CP Med-Con) or with 

a Child Advocacy Center (CAC) physician:  

1. To determine if a child alleged to be sexually abused needs a medical 

examination. 

2. When there is an allegation of sexual abuse that includes physical injury to the 

child or the potential for the child to have a sexually transmitted disease. 

3. When the child is seriously injured. 
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4. When there is a pattern of injury to a young child because of alleged CA/N. 

2. Ensure the physician examining the child is affiliated with the CP Med-Con or with a 

CAC. If a child is examined or was previously examined by a physician who is not 

affiliated with the CP Med-Con or a CAC, refer the case to the CP Med-Con or CA 

physician so he or she is aware of the current allegations, available medical information, 

previous injuries and indications the child has been abused or neglected in the past. 

3. Place a child in out-of-home care (except when the court has determined the child is safe 

to remain in the home) when he or she:  

1. Has suffered a serious non-accidental injury and a safety plan separating the child 

from the alleged perpetrator cannot be developed. 

2. Is a sibling of a child who has been fatally or seriously injured due to abuse or 

neglect and a safety plan separating the child from the alleged perpetrator cannot 

be developed. 

3. Has a parent or legal guardian who has been determined to be unwilling or 

incapable (i.e., due to mental illness or substance abuse) of supervising or 

protecting the child and an in-home safety plan cannot be developed to assure the 

supervision/protection of the child. 

4. Has been sexually abused and a safety plan cannot be developed to protect the 

child from the alleged perpetrator. 

4. When a safety threat is identified and a safety plan will keep a child safe in the home, the 

safety plan must include:  

1. Separation of the child from the person who poses the safety threat. 

2. Safety plan participants who can assist in monitoring child safety, will take action 

to protect the child, and agree to contact the caseworker if the child is in danger. 

Safety plan participants can include relatives, neighbors, and mandated reporters. 

3. A parent or legal guardian who has the capacity to understand and follow a 

plan.Promises by parents and caregivers cannot control safety threats. 

4. Regular contact by the caseworker with all safety plan participants. 

5. Prior to allowing contact between the alleged perpetrator and victim:  

1. Consider the psychological harm and physical safety of the child. 

2. Consult with law enforcement, treatment providers and others involved with the 

family. 

3. Obtain reliable supervision of the contact between the child and the person who 

poses the safety threat so that the threat is sufficiently monitored. 

4. Obtain supervisor approval. 

9. Additional Requirements  

1. Follow the 2559. Hospital Hold policy when a child has been placed on a Hospital Hold 

by a physician or hospital administrator.  

2. Follow the 4536. Sexually Aggressive Youth (SAY) policy when investigating SAY 

intakes. 

3. When any child in an open case is believed to be at imminent risk of serious harm or 

there is a new allegation of CA/N not included in the original intake, the assigned 

caseworker must make a report to intake. 

4. Send a False Reporting Letter DSHS 27-070 by certified mail to any person believed to 

have made a false report of CA/N. 

10. Concluding an Investigation  

1. Notify all persons named in the intake as alleged perpetrators of the abuse or neglect 

findings, and his and her rights of review and appeal per 2559B. CPS Investigative 

Findings Notification policy. 

2. Inform the Washington State federally recognized tribe of the outcome of the 

investigation when the child meets the definition of an Indian child. 
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3. The case must remain open when Family Voluntary Services (FVS) and Child and 

Family Welfare Services (CFWS) are provided, including placement in out-of-home care 

through a Voluntary Placement Agreement (VPA) or court order. 

4. Close the case and submit to the CPS supervisor when:  

1. There is no safety threat or the safety threat has been reduced or eliminated, and 

the parent or legal guardian has the protective capacity to protect his or her child. 

2. There is continuing risk of CA/N which is not likely to be resolved through 

treatment efforts when:  

1. Further voluntary services are not available or accepted, and 

2. Court intervention is not necessary or appropriate. 

3. The family is unable to be located following the steps to locate in the ñGuidelines 
for Reasonable Efforts to Locate Children or Parentsò on the CA intranet. 

Complete the exception to the face-to-face contact per the 2310. IFF policy. 

5. Submit the completed case documentation to the supervisor for case closure or transfer. 

Resources 

¶ Child's Physical Description DSHS 15-359 

¶ Understanding the Dependency Process - brochure DCYF 22-1499 

¶ Washington State Court Forms 

Located on CA intranet: 

¶ Military MOU 

¶ Child Custody Transfer DSHS 10-157 located on the CA Intranet 

¶ Child Protection Medical Consultation Network 

¶ Supervisory Review of Cases 

¶ Using Child Safety as the Basis for Case Closing - article 
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Purpose Statement 

Family Assessment Response (FAR) is a Child Protective Services (CPS) alternative response to an 

investigation of a screened-in allegation of child abuse or neglect. FAR focuses on child safety along with the 
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integrity and preservation of the family when lower risk allegations of child maltreatment have been screened in 

for intervention. 

Scope 

This policy applies to Division of Children and Family Services (DCFS) staff. 

Laws 

RCW 26.44.010  Declaration or Purpose 

RCW 26.44.020  Definitions 

RCW 26.44.030  Reports, Duty and Authority, Duty of Receiving Agency, Duty to Notify, Case Planning and 

Consultation, Penalty for Unauthorized Exchange of Information, Filing Dependency Petitions, Investigations, 

Interviews of Children, Records, and Risk Assessment Process 

RCW 26.44.031  Records, Maintenance and Disclosure, Destruction of Screened-Out, Unfounded, or 

Inconclusive Reports, Rules and Proceedings for Enforcement 

RCW 26.44.170  Alleged child abuse or neglect, Use of alcohol or controlled substances as contributing factor, 

Evaluation 

RCW 26.44.195  Negligent treatment or maltreatment, Offer of services, Evidence of substance abuse, In-home 

services, Initiation of dependency proceedings 

RCW 26.44.260  Family Assessment Response 

RCW 26.44.270  Family Assessment and Recommendation of Services 

RCW 26.44.272  Family Assessment, Assessment for Child Safety and Well-being, Referral to Preschool, Child 

Care, or Early Learning Programs and Communicating with and Assisting Families 

RCW 74.13.020  Definitions 

RCW 74.13.031  Duties of Department, Child Welfare Services and Children's Services Advisory Committee 

Policy 

1. Make initial contact with the parent or caregivers to schedule an appointment to meet with the family to 

provide them with written information regarding FAR. 

2. Safety Assessment  

1. All identified child victims in the home must be assessed for child safety within 72 hours of the 

date and time the intake was received. 

2. All children in the home not identified as victims must be seen face-to-face prior to the 

completion of the Safety Assessment. 

3. A safety plan with the family must be completed when safety threat(s) are identified and can be 

managed with a plan. 

4. When the childôs safety cannot be managed with a safety plan, the child must be placed out-of-

home by a Voluntary Placement Agreement, law enforcement or court order. 

3. Family Assessment  

1. Comprehensive information about the family must be gathered to assess child safety and the 

family's needs and strengths. Follow the Photograph Documentation policy if photographs of 

children or the home environment are needed. 

2. Develop a case plan with the family to reduce the risk of harm to the child using Case Plan form 

15-249A; and enter the case plan into the FAR Family Assessment (FARFA) when:  

1. The family assessment indicates services are needed; 

2. The family agrees to services; and 

3. A case remains open beyond 45 calendar days. 
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3. Tribes must be included in case planning if the child is determined by the tribe to be a member or 

the biological child of a member and eligible for membership per Chapter 3 Inquiry and 

Verification of Childôs Indian Status of the Indian Child Welfare Manual (ICW). 

4. A meeting with the family must be conducted if they refuse to participate in identified services. 

5. All children, parents and out-of-home caregiver must receive monthly health and safety visits for 

cases open longer than 60 days. 

6. All risk only intakes screened-in on an open FAR case will have a CPS investigation completed 

by the FAR caseworker unless the risk only would be assigned to another office per the Case 

Assignment policy.  

4. Service Delivery and Case Closure 

A FAR case must be closed within 45 calendar days from the date the intake was received unless the 

parent or caregiver receiving services consents to the case remaining open for up to 120 calendar days 

per RCW 26.44.030 (13). 

5. Case Transfer and Assignment  

1. A FAR case must be transferred to CPS investigation if:  

1. There is indication of severe maltreatment or abuse by a parent or caregiver. 

2. The parent or caregiver declines to participate in FAR. 

3. The parent or caregiver refuses to allow the FAR caseworker to complete an Initial Face-

to-Face (IFF) or interview the identified children. 

2. Cases must be staffed with the supervisor to determine if the case must transfer to investigations 

or a dependency petition must be filed when:  

1. Present danger cannot be controlled with a protective action plan. 

2. The childôs safety cannot be managed with a safety plan. 

3. A FAR case must be transferred to Child and Family Welfare Services (CFWS) if a dependency 

petition is filed. 

Procedures 

1. The FAR supervisor must review the intake and:  

1. Discuss the intake with the CPS investigation supervisor if the pathway should be changed to 

CPS investigation. 

2. Resolve disagreements regarding the pathway with an area administrator (AA). 

3. Discuss with the FAR caseworker whether the childôs safety or the integrity of the assessment 
would be compromised if the parents were notified prior to the completion of the IFF. 

2. For initial contact with the parents or caregivers and children the FAR caseworker must:  

1. Contact parents or caregivers by phone when possible to:  

1. Inform a parent a FAR referral has been made regarding their child. 

2. Arrange an initial meeting. Unannounced home visits may occur when efforts to contact 

the parents have been unsuccessful or the safety of the child will be compromised. 

3. Provide the parents with the FAR Brochure DSHS 22-1534 and explain the FAR and 

investigation pathways to inform the parents or caregivers of:  

1. Their rights under FAR; 

2. Their options to participate or decline in FAR; and 

3. CA options if they do not agree to participate in services offered in FAR. 

4. Ask if the parent or caregiver agrees or disagrees to participate in FAR. 

5. Discuss the IFF requirements with parents or caregivers and collaborate with them to 

conduct the IFF within 72 hours. 

2. If the parent declines or interferes with the IFF and safety assessment of the child:  

1. Staff the case with the FAR and investigation supervisors to transfer the case to CPS 

investigation. If the IFF has not yet been completed, the FAR and investigation 

supervisors must determine who will be responsible for the IFF and if an extension is 

necessary. 
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2. Transfer the case to CPS investigation. 

3. To complete an assessment of the family the FAR caseworker must:  

1. Partner with the family to identify collateral contacts to speak with regarding the family's 

circumstances and the safety of the children. 

2. Assess for present danger on all children in the home and document in a case note. 

3. Take immediate protective action if a child is in present danger. 

4. Gather comprehensive information to complete the FARFA including:  

1. Safety Assessment/Safety Plan 

2. SDM Risk Assessment 

3. Case planning  

5. Complete an Investigative Assessment for all risk only intakes received within the office 

jurisdiction of the open FAR case. Follow Case Assignment policy. 

6. Assess for child safety and child well-being when collaborating with a family to determine the 

need for childcare, preschool, or home visiting services for non-school-age children. 

7. Complete the Commercially Sexually Exploited Child (CSEC) Screening Tool DSHS 15-476 

when there is suspicion, indication or confirmation that a child or youth may be a victim of 

commercial sexual exploitation. 

8. Determine whether it is probable that the use of substances, including alcohol, marijuana, and/or 

prescription medications, contributed to the alleged abuse or neglect. 

9. Inquire about the childôs possible membership or eligibility for membership in a federally 
recognized tribe.  

1. Follow ICW Manual Chapter 3.0 Inquiry and Verification of Childôs Indian Status. 

2. If a child is a member or eligible for membership with a Washington state tribe, contact 

the tribe to:  

1. Determine the tribeôs level of involvement. 

2. Identify any tribal services and resources available to the family. 

3. Review and follow any memorandum of understanding for Washington state 

tribes for families residing on or off a reservation. 

10. Conduct a universal domestic violence (DV) screening at key points in a case, i.e.) a new intake, 

case transfer, and re-assessment of safety to identify if DV is present. If DV is identified, follow 

Domestic Violence policy and ensure all persons (e.g. child, caregivers or alleged perpetrators) 

are interviewed separately.  

11. Report any new allegation of Child Abuse/Neglect (CA/N) identified during the assessment, 

following mandatory reporting requirements. 

12. The FARFA must be completed upon case closure, no later than 120 calendar days from intake. 

4. To identify and provide services and community resources the FAR caseworker must:  

1. Develop a case plan with the family when the family assessment identifies a need for services or 

community resources. This includes:  

1. Referring a child to:  

1. Early Support for Infants and Toddlers (ESIT) services within two business days 

of identifying a child younger than three years old with a possible developmental 

delay. To refer:  

1. Contact the Family Health Hotline at 1-800-322-2588 or through the ESIT 

web site. 

2. Inform the childôs parents or legal guardian of the ESIT referral and that 
the services are no cost to the family and:  

1. Voluntary for non-dependent children; and 

2. Mandatory for dependent children. 

2. Preschool, licensed childcare for non-school-aged children or home visiting 

services to programs enrolled in the Department of Early Learning Early 

Achievers Program. The programs must rate a level 3, 4, or 5 in the Early 

Achievers Program unless:  
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1. The family lives in an area with no programs that rate 3 or higher in the 

Early Achievers Program (or if all the childcare programs that meet this 

requirement are full); 

2. The program is not able to meet the needs of the child; or 

3. The child is already attending a program and the parents or caregivers do 

not wish to change programs. 

3. A designated mental health provider if the child or youth has complex behavioral 

health needs for a Wraparound Intensive Services (WISe) screen per the WISe 

policy. 

2. Providing concrete goods and supports that strengthen the familyôs ability to safely care 

for and meet their childrenôs needs. Concrete goods must be directly related to the issues 

of safety and risk identified in the assessment. 

2. Conduct a meeting when the family declines services and the safety assessment indicates:  

1. The child is unsafe. Complete a Family Team Decision Making Meeting to determine if:  

1. An in-home safety plan can be implemented. 

2. A safety plan cannot be implemented and out-of-home placement is necessary to 

ensure the childôs safety. 

2. The child is safe. Meet with the family to discuss how participation in services can 

address issues identified in the assessment as opposed to no services being provided. 

5. To complete case transfer and assignment the FAR caseworker must:  

1. Complete case documentation and the FARFA within five calendar days of the decision to 

transfer. 

2. Staff case with the FAR and investigation supervisors to determine how the intake must be 

assigned when a new intake screens in for:  

1. FAR and the case is open to an investigation caseworker. 

2. Investigation and the case is open to FAR caseworker. 

6. To complete case closure the FAR caseworker must:  

1. Close the case when the family is not in need of services and there is no present danger or an 

identified safety threat. 

2. Send the family the FAR Closing Letter DSHS 10-498 no later than five calendar days after the 

supervisor approves case closure. 

3. Close the case if unable to locate the family and the Guidelines for Reasonable Efforts to Locate 

Children and/or Parents DSHS 02-607 has been followed and efforts documented. 

7. To properly document FAR cases, the FAR caseworker must:  

1. Document in a FamLink case note:  

1. Parents were provided information about the FAR and investigations pathway. 

2. Parents were provided with the FAR Brochure DSHS 22-1534. 

3. Parentôs verbal decision to participate in:  

1. The FAR pathway 

2. Services that require the case to remain open more than 45 calendar days from the 

date the intake was received. 

4. Any discussions with parents regarding child care or early learning services, if 

appropriate. 

2. Document in FamLink:  

1. Reasons for changing the intake screening decision on the Intake Decision tab. 

2. An approved IFF extension. 

Forms 

Family Assessment Response (FAR) Brochure 

FAR Assessment Response Closing Letter DCYF 10-498  
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Commercially Sexually Exploited Child (CSEC) Screening Tool DSHS 15-476 (Available on CA Intranet) 

Case Plan form 15-259A (Available on CA Intranet) 

Guidelines for Reasonable Efforts to Locate Children and/or Parents DSHS 02-607 (Available on CA Intranet) 

Resources 

Indian Child Welfare Manual 

Protective Action Plan Guide 

Guidelines for Reasonable Efforts to Locate Children and/or Parents (available on the CA intranet) 
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Purpose 

To provide direction to Division of Children and Family Services caseworkers and Division of Licensed 

Resources investigators when interviewing a victim or identified child who has been allegedly abused or 

neglected or is at imminent risk. 

Scope 

This policy applies to CA staff. 

Laws 

RCW 74.14B.010  Childrenôs services workers, hiring and training 

RCW 26.44.030  Reports, duty and authority to made, duty of receiving agency, duty to notify, case planning 

and consultation, penalty for unauthorized exchange of information, filing dependency petitions, investigations, 

interviews of children, records, risk assessment process 

Policy 

1. Before conducting interviews and assessments of children alleged to have been seriously physically or 

sexually abused, the Division of Children and Family Services (DCFS) caseworker or Division of 
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Licensed Resources /Child Protective Services (DLR/CPS) investigator must complete the specialized 

training per RCW 74.14B.010. 

2. Caseworkers and investigators must comply with the county protocol and collaborate with law 

enforcement and others on the investigation, per the protocol, and on coordinating the interview of 

children who have been physically or sexually abused. 

3. The DCFS caseworker or DLR/CPS investigator must:  

1. Make an initial face-to-face (IFF) present danger assessment with the victim or identified child 

per the 2310. IFF policy. The IFF is required within the following timeframes from the date and 

time Childrenôs Administration (CA) receives the intake:  

1. 24-hour for emergent response. 

2. 72-hour for non-emergent response. 

2. Complete a face-to-face present danger assessment of children who are not a victim or identified 

child in the intake although are related to the household. Gather information to complete the 

safety assessment. 

3. Assess if present danger exists during any contact with a child to determine if an immediate, 

significant and clearly observable behavior or situation is actively occurring and is threatening or 

dangerous to a child. Take immediate protective action if a child is in present danger. 

4. Follow the Washington State federally recognized tribeôs Memorandum of Understanding, if 

applicable, when interviewing a child who may be affiliated with a federally recognized tribe. 

5. When a child cannot be located and reasonable efforts have been exhausted, or face-to-face 

contact cannot occur, consult with the supervisor and follow the 2310 IFF policy. 

4. Prior to the investigative interview  

1. The DCFS caseworker conducting the investigative interview or DLR/CPS investigator must 

interview the child outside the presence of his or her parent, caregiver, alleged perpetrator and 

sibling or other children living in the household. The interview may be conducted at a school, 

child care facility, child's home, etc. CA staff cannot transport children for an interview unless 

the child has been placed in protective custody by law enforcement first or the court has ordered 

shelter care or the child is dependent. 

2. Parent or Legal Guardian Permission  

1. The FAR caseworker must obtain the parentôs permission prior to the IFF and interview 
unless the childôs safety or the integrity of the assessment would be compromised if the 

parent was notified prior to the completion of the IFF. 

2. The DLR/CPS investigator must obtain the parentôs permission prior to the IFF and 
interview if the child is not in CA care and custody. 

3. Conduct a comprehensive interview with every victim or identified child who is developmentally 

able to communicate within ten calendar days from the date and time the intake is received if not 

already completed at the IFF. 

4. Additional requirements 

The DCFS caseworker or DLR/CPS investigator will  

1. Review all the allegations, child abuse or neglect (CA/N) history and available 

information to prepare for the IFF and interview. 

2. Coordinate interviews of physical abuse, sexual abuse or criminal neglect of a child per 

the county child abuse investigation protocol located on the CA intranet. Protocols may 

authorize an interview of the child by law enforcement, a child advocacy center, another 

agency or forensic interviewer. 

3. Conduct the interview in a neutral environment, e.g., school, child care, whenever 

possible. When interviewing children in their home, choose as neutral environment as 

possible and in a location separate from the parent or legal guardian. 

4. Refer to Operations 4320. Limited English Proficiency (LEP) policy when working with 

a child with LEP. If the caseworker is bilingual and has passed the required DSHS 

Bilingual Skills Test(s)/Assessment, they may conduct the child abuse interview in the 

childôs language per DSHS Administrative Policy 18.82 located on the DSHS intranet. 
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5. During the interview 

The DCFS caseworker or DLR/CPS investigator must:  

1. Avoid saying or doing anything that could be construed as leading, suggestive, or influencing the 

child. 

2. Make reasonable efforts to audio record child interviews when there is:  

1. A CPS investigation involving allegations of physical or sexual abuse. 

2. A CPS family assessment involving a physical abuse allegation, and the child is being 

interviewed without his or her parent present due to concerns that the safety of the child 

will be compromised if the parent is present. 

3. Use near verbatim documentation if a child physical or sexual abuse interview is not 

being audio recorded. 

3. Gather relevant and sufficient information; including observations of the childôs appearance and 
non-verbal communication, to complete the safety and risk assessments to determine:  

1. If there are safety threats. 

2. How the child and family are functioning. 

3. Level of risk to the child in their environment. 

4. To ensure that the interviews are voluntary, complete the following:  

1. Ask the child during the introduction, if they agree to the interview. 

2. Ask the child if they want another adult present during the interview. Make reasonable 

efforts to accommodate the childôs wishes if they indicate yes. 

3. Make a reasonable effort to have the interview observed by another adult so long as the 

child does not object and the presence of the other adult will not intrude in the interview 

or jeopardize the investigation. 

4. Inform any other adult prior to the interview starting and away from the child that they 

may be called as a witness to the interview. 

5. Ask the child, during the interview, if they would like a break. This can be done if the 

child appears uncomfortable during the interview, or at any time. 

5. Follow 6500. Photograph Documentation policy when photographing a childôs physical 

condition to document CA/N. 

6. After the interview 

The CA caseworker or DLR/CPS investigator must:  

1. Notify the parent of the interview at the earliest possible point in the investigation that will not 

jeopardize the safety or protection of the child or the course of the investigation. 

2. Document the interview, including the childôs appearance and non-verbal communication, in 

FamLink within three calendar days of the completion of the interview. If the interview is 

documented in near-verbatim, document the interview within fifteen calendar days of the 

completion of the interview. 

3. When any child on an open case is believed to be at imminent risk of serious harm or there is a 

new allegation of CA/N, the assigned caseworker must make a report to intake. 

4. If during the child interview, there is information about a crime against a child and the 

caseworker believes the child is in danger, the caseworker must call 911 and make a law 

enforcement report. If the child is not believed to be in danger, the caseworker will make a report 

to intake. 

5. If a child interview was audio recorded, follow the 2350. Audio Recording policy. 

6. If CA staff receives a request for a copy of or to listen to an audio or video recording of a child 

interview conducted by the department staff must:  

1. Determine if the request is a public disclosure or discovery request. If the request is 

related to litigation with which CA is involved (such as a dependency, termination, 

guardianship, or tort case), then the caseworker must consult with the assigned AAG to 

determine if the request is a discovery request. 
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2. If the request is a public disclosure request, then immediately forward it to the Public 

Disclosure Coordinator per the 13722 Public Records Request ï Responsibility of all CA 

Staff policy. 

3. If the request is a discovery request, made by a party to the case,  follow chapter 13700 

Record Accuracy, Privacy and Disclosure policies. If the request seeks release of or 

access to an audio or video recording of a child forensic interview, then consult with the 

assigned AAG or attorney before providing the recording 

7. The supervisor must confirm:  

1. All child victims or identified children were interviewed. 

2. Allegations of CA/N were addressed. 

3. Children not a victim or identified child in the intake related to the household had a face-to-face 

present danger assessment before the safety assessment was completed. 

4. Child interviews and contacts were documented in FamLink. 

Resources 

¶ Childôs Physical Description DSHS 15-359 

¶ Safety Assessment DCYF 15-258 

¶ Safety Plan DCYF 15-259 

¶ Structured Decision Making Risk Assessment on the CA intranet. 

¶ DLR Risk Matrix on the CA intranet. 

2334. Interviewing Subjects or Family Assessment 

Response Participants 

2334. Interviewing Subjects or Family Assessment Response Participants admin Wed, 07/25/2018 - 22:42  

Approval:   Jennifer Strus, Assistant Secretary 

Original Date:   

Revised Date:  March 31, 2017 

Policy Review:  March 31, 2021 

 

Purpose 

To provide direction for Childrenôs Administration (CA) caseworkers in interviewing Child Protective Services 

(CPS) investigation subjects or Family Assessment Response (FAR) participants who have allegedly abused or 

neglected a child. 

Scope 

This policy applies to CA staff. 

Laws 
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RCW 26.44.030  Reports -- Duty and authority to make -- Duty of receiving agency -- Duty to notify -- Case 

planning and consultation -- Penalty for unauthorized exchange of information -- Filing dependency petitions -- 

Investigations -- Interviews of children -- Records -- Risk assessment process 

Policy 

1. The CA caseworker or Division of Licensed Resources/Child Protective Services (DLR/CPS) 

investigator must:  

1. Conduct individual and face-to-face interviews of each subject or FAR participant. If he or she 

refuses to be interviewed, consult with the supervisor and document in FamLink. 

2. If the subject or FAR participant cannot be located, continue efforts to locate until:  

1. The interview occurs, or 

2. Reasonable efforts to locate have been exhausted.  See Guidelines for Reasonable Efforts 

to Locate Children or Parents on the CA intranet. 

3. Follow the Washington State federally recognized tribeôs Memorandum of Understanding when 

interviewing a subject or FAR participant who is affiliated with a federally-recognized tribe. 

4. Prior to the interview  

1. Review all the allegations, child abuse or neglect (CA/N) history and available 

information to prepare for the interview and ensure all the allegations are fully 

investigated or assessed. 

2. Coordinate interviews of physical abuse, sexual abuse or criminal neglect of a child with 

law enforcement or another forensic interviewing specialist per county child abuse 

investigation protocols. 

3. Refer to Limited English Proficiency (LEP) policy when working with a subject or FAR 

participant with LEP. If the caseworker is bilingual and has passed the required DSHS 

Bilingual Skills Test(s)/Assessment, he or she may conduct the child abuse interview in 

the childôs language per DSHS Administrative Policy 18.82 located on the DSHS 

intranet. 

4. If  domestic violence (DV) is alleged or suspected, conduct separate interviews of the 

subject, parent, caregiver, each child in the household and witness, if applicable. 

5. The DLR/CPS investigator must also:  

1. Interview subjects separately. 

2. Notify foster parents about the Foster Intervention Retention and Support Team 

(FIRST) program. 

6. If a parent or caregiver requests to audio or video record a meeting, inform the parent that 

CA staff does not consent to audio or video recording of meetings or discussions. 

Discontinue the meeting or conversation if the parent refuses to cooperate. If a meeting is 

discontinued, inform the supervisor immediately and document in FamLink. 

5. During the interview  

1. Inform the subject or FAR participant of all CA/N allegations at the initial contact except 

when child safety may be jeopardized. Maintain the confidentiality of the referrer. 

2. Provide information about the subjectôs rights, including a right to respond to the 
allegations. 

3. Gather relevant and sufficient information to assess present danger, and complete the 

safety and risk assessments to determine:  

1. If there are safety threats. 

2. How the child and family are functioning. 

3. Level of risk to the child in his or her environment. 

4. The subject or FAR participantôs accessibility to the child. 

4. Conduct universal DV screening per the DV policy, and document the information in 

FamLink. 

5. Additional requirements  
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1. A caseworker must follow the Indian Child Welfare Manual Chapter 3. Inquiry 

and Verification of Childôs Indian Status 

2. The FAR worker must also:  

1. Explain the FAR pathway. 

2. Review and upload signed FAR agreement in FamLink. 

3. The CPS or DLR/CPS investigator must also provide information about 

making and appealing investigation findings. 

6. After the interview  

1. Document the interview, including whether the subject or FAR participant was 

unavailable or unwilling to be interviewed, by either:  

1. Near verbatim documentation any time an alleged perpetrator makes statements 

regarding the alleged serious physical or sexual abuse. Information that does not 

include discussion of the allegations may be summarized. 

2. Upload in FamLink a copy of any near verbatim documentation obtained by a law 

enforcement officer. 

2. Obtain permission from the parent, legal guardian, or caregiver before taking a 

photograph of his or her home or items inside the home. Caseworkers may take 

photographs of conditions or items outside the home and in public view without 

permission. See Photograph Documentation policy. 

3. Make a report to intake when any child on an open case is believed to be at imminent risk 

of serious harm or there is a new allegation of child abuse or neglect (CA/N). 

4. If during the subject interview, the subject or FAR participant provides information about 

a crime against a child or a vulnerable adult and the caseworker believes the child or 

vulnerable adult is in danger, the caseworker must call 911 and make a law enforcement 

report. If the child or vulnerable adult is not believed to be in danger, the caseworker will 

make a report to intake or Adult Protective Services. 

2. The supervisor must confirm all alleged subjects or FAR participants were interviewed, and the 

allegations of CA/N were addressed and documented in FamLink. If the subject or FAR participant was 

not interviewed, ensure the case documentation includes the reason why the interview did not occur and 

efforts to locate, if applicable. 

Forms 

¶ Indian Identity Request form DCYF 09-761 

¶ Safety Plan DCYF 15-259 

¶ Plan of Safe Care form DCYF 15-491 

On the CA intranet: 

¶ Notification to Parents form DSHS 16-219 

¶ CPS Temporary Custody Notification form DSHS 09-731 

¶ Consent form DSHS 09-412 

¶ Background Check Authorization DSHS 09-653 

2335. DLR/CPS Use Of Safety Assessment And 

Safety Planning Tools 
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1. On all DLR/CPS intakes alleging the biological or adoptive child of a licensee is the victim of CA/N in 

which the child is not placed in out-of-home care, the assigned DLR/CPS Investigator will complete a 

Safety Assessment within 30 calendar days. The Safety Assessment may be documented directly in 

FamLink per Safety Section policy. 

2. Once the assigned DLR/CPS investigator has completed a Safety Assessment and Safety Plan, and has 

determined that there is a need for monitoring of the Safety Plan and/or provision of services, the 

DLR/CPS Supervisor shall contact the appropriate DCFS Supervisor. 

3. The Supervisor will ensure that the appropriate DCFS case assignment will occur to provide monitoring 

of the Safety Plan and/or provision of services. 

4. In the event of disagreement between the DLR/CPS Supervisor and the DCFS Supervisor, the matter 

will be immediately referred up the chain of command for resolution. 

5. As with any case transfer, appropriate staffings will occur to ensure the transition of services to the 

family. 

6. When DCFS staff assume responsibility for the case, DCFS also assumes responsibility for making 

ongoing decisions about the safety of the child and/or provision of services. DCFS and DLR will utilize 

joint staffings and shared decision making whenever appropriate, especially if the license remains 

active. DLR completes the investigation of the allegation. 

2350. Audio Recording 

2350. Audio Recording admin Wed, 07/25/2018 - 23:03  

Approval :   Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:  April 1, 2004 

Revised Date: July 1, 2018 

Policy Review: July 1, 2023 

 

Purpose 

To provide guidance to staff on recording and retaining child interviews and retention of voicemail messages 

for evidentiary purposes. This policy also provides the agency response when parents or others want to record 

discussions or meetings with Childrenôs Administration (CA) staff. 

Scope 

This policy applies to CA staff. 

Laws 

RCW 13.50.010  DefinitionsðConditions when filing petition or informationðDuties to maintain accurate 

records and accessðConfidential child welfare records. 

RCW 26.44.035  Response to complaint by more than one agency-Procedure-  Written records. 

RCW 26.44.180  Investigation of child sexual abuseðProtocolsðDocumentation of agencies' roles. 
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RCW 26.44.185  Investigation of child sexual abuse-Revision and expansion of protocols-Child fatality, child 

physical abuse, and criminal child neglect cases. 

RCW 70.125.030  Definitions. 

RCW 74.14B.010  Childrenôs services workers-Hiring and training. 

Policy 

1. Audio Recording of Child Physical Abuse or Sexual Abuse Interviews 

The CA caseworker must:  

1. Successfully complete specialized training which meets the RCW 74.14B.010 requirements for 

conducting interviews with children who are allegedly physically or sexually abused. 

2. Caseworkers and investigators must comply with the county protocol and collaborate with law 

enforcement and others on the investigation, per the protocol, and on coordinating the interview 

of children who have been seriously physically or sexually abused. Follow local protocol when a 

child abuse interview is conducted by law enforcement, a child advocacy center, another agency 

or forensic interviewer. If CA staff are present during a child abuse interview conducted by 

another agency or individual pursuant to a local protocol, CA equipment may be used to make an 

audio recording of the interview if the protocol permits. 

3. Follow 2333. Interviewing a Victim and Identified Child Interview policy. 

4. Make reasonable efforts to audio record child interviews when there is:  

1. A child protective services (CPS) investigation of physical or sexual abuse allegations. 

2. A CPS Family Assessment Response (FAR) to a physical abuse allegation, and the child 

is being interviewed without their parent present due to concerns that child safety would 

be compromised if their parent was present. 

5. Use near verbatim documentation when conducting the interview and audio recording is not 

possible or appropriate due to any of following:  

1. The child:  

1. Is too young or developmentally unable to verbally communicate. 

2. Refuses to participate if the interview is audio recorded. 

3. Demonstrates emotional distress or discomfort about being audio recorded. 

2. The joint CPS/law enforcement investigation team agrees it is not appropriate. 

3. Another agency is conducting and documenting the interview and CA will request a copy 

of the interview. 

6. Prior to the interview:  

1. If the child interview takes place after the initial face-to-face (IFF) and child safety will 

not be compromised, ask the parent or legal guardian for permission before conducting 

the child interview. 

2. If the parent or legal guardian allows the interview, seek permission to audio record the 

interview. If the parent refuses, document the interview as near verbatim. 

3. Permission from the parent or legal custodian to the interview is not necessary when the 

child has been placed in protective custody or is in the care and custody of CA. 

4. Follow local office procedures to request a qualified interpreter when the child is Limited 

English Proficiency (LEP). The interpreter is included in the audio recording. If the 

caseworker is bilingual and has passed the required DSHS Bilingual Skills 

Test(s)/Assessment, they may conduct the child abuse interview in the childôs language 

per DSHS Administrative Policy 18.82. 

5. Obtain the childôs verbal consent to audio record if the child is developmentally able to 

consent. If the child refuses to be audio recorded, use near verbatim documentation. 

7. During the audio recorded interview  

http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.185
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1. Begin the interview by recording:  

1. Caseworker name and role. 

2. Date, time and location of the interview 

3. Childôs full name. 

4. Verbal consent from the child, and permission to audio record. 

5. Whether the child wants a third party present. If so, record the name and job title 

or role of the third party. 

2. Re-ask the child during the interview if itôs okay to continue talking or if the child wants 

a break. 

3. Record the name and role of anyone entering or exiting the room, and the time the 

interview is concluded.  After the child leaves the room, the caseworker will record 

observations of the childôs emotional and physical state during the interview process. 

8. After the interview  

1. Store all CA audio recordings, and audio recordings provided to CA from law 

enforcement or a contracted provider in the case file or, when compatible, upload into 

FamLink within ten calendar days of the completion of the interview.  

2. Summarize the contents of the audio recording in a case note. Document as applicable:  

1. The name of the interviewer. 

2. The name of the agency providing the copy of the recording. 

3. Name of the child. 

4. Date, time and location of the interview. 

5. Third parties present for the interview. 

6. Childôs statements in regarding the allegations of CA/N. 

3. Follow office procedures when requesting a transcription of the audio recording if any of 

the following conditions apply:  

1. A child reports CA/N during an interview. 

2. A dependency proceeding is planned or in process. 

3. A law enforcement agency, including a prosecuting attorney, requests a transcript. 

4. An individual having a legal right to do so requests disclosure of file materials. 

5. An interview is part of a Division of Licensed Resources (DLR-CPS) 

investigation and there is a founded finding. 

4. Document near verbatim interviews in FamLink and include questions establishing a 

voluntary interview and the child's responses, including:  

1. The childôs permission for the interview. 

2. Whether the child wants a third party or anyone else present. 

3. Date, time and location of the interview. 

4. The childôs emotional and physical state during the 

5. If CA staff receive a request for a copy of or to listen to an audio recording of a child 

interview, CA staff must:  

1. Determine if the request is a public disclosure or discovery request. If the request 

concerns dependency or tort litigation the caseworker must consult with the 

assigned AAG to determine if the request is a discovery request. 

2. If the request is a public disclosure request, then immediately forward it to the CA 

Public Disclosure Coordinator per the 13722 Public Records Request ï 

Responsibility of all CA Staff policy. 

3. If the request is a discovery request, then follow chapter 13700 Record Accuracy, 

Privacy and Disclosure policies. If the request seeks release of or access to an 

audio or video recording of a child interview, consult with the assigned AAG or 

attorney for your office before providing the recording 

2. If a parent or caregiver requests to audio or video record a meeting, inform the parent that CA staff do 

not consent to audio or video recording of meetings or discussions. Discontinue the meeting or 

https://www.dcyf.wa.gov/node/1144
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conversation if the parent refuses to cooperate. If a meeting is discontinued, inform the supervisor 

immediately. 

3. If retaining a voicemail from a parent or caregiver for evidentiary purposes, complete the following:  

1. Retain the entire message. Do not make any edits or alterations and upload into FamLink. For 

help, contact HELP300@DSHS.WA.GOV. 

2. If audio recording of voicemail is not possible, use near verbatim documentation of the entire 

voicemail message. 

Resources 

Located on the CA intranet 

¶ The Quick Reference Guide to Audio Recording CPS Child Interviews 

¶ Interview Protocols 

¶ Child Abuse Interviewing and Assessment Alliance Training 

¶ Law Enforcement Protocols by office 

2421. Emergency Planning for Children in Out-of-

Home Care 

2421. Emergency Planning for Children in Out-of-Home Care admin Wed, 07/25/2018 - 23:04  

Purpose 

To store current photographs, height and weight information for children in out-of-home care, in case of a 

disaster or emergency. 

Policy 

The assigned Social Worker will collect and document the following information within (5) five business days 

of a child entering out-of-home care (date of OPD): 

¶ Photograph 

¶ Height & Weight 

Update photographs and height and weight information as follows: 

¶ Significant changes in the child occur (e.g. change in appearance, major weight loss or gain) 

¶ Every 6 months for children less than 6 years old 

¶ Annually  for children 6 years and older 

Procedure 

Store electronic file of child(s) photograph in the electronic Filing Cabinet for their case. Contact your local 

office RAFT Gatekeeper to have the photograph uploaded. See "Digital Photo Quick Help Guide" for 

instructions on the file upload steps and naming convention. 

https://www.dcyf.wa.gov/user/1


Social Worker Documentation 

Document the following information about the child photograph in the electronic filing cabinet in the 

information management system: 

¶ Child name 

¶ Date photograph taken 

¶ Child age 

¶ Child's height/weight 

¶ Identifying marks/information 

For child photographs stored in the case file document the following information on the back of the photograph 

and place it in an envelope in front of the most current case record binder: 

¶ Date photograph was taken 

¶ Child's date of birth 

¶ Height and weight 

2440. CPS Service Delivery 

2440. CPS Service Delivery admin Wed, 07/25/2018 - 23:06  

Approval :   Jennifer Strus, Assistant Secretary 

Original Date:  March 31, 2017 

Policy Review:  March 31, 2020 

 

Purpose 

Provide guidance for Child Protective Services (CPS) investigation caseworkers to determine if voluntary 

services are needed and whether services will be delivered by the CPS caseworker or Family Voluntary 

Services (FVS) caseworker. Services are directed at eliminating safety threats, preventing placement, reducing 

risk and increasing the parentôs protective capacities to assure the child's safety and well-being. 

Laws 

RCW 26.44.180 Investigation of child sexual abuse -- Protocols -- Documentation of agencies' roles. 

Policy 

1. The CPS investigation caseworker must:  

1. Determine if voluntary services are necessary and in the childôs best interest when there is an 

identified safety threat on the Safety Assessment or a moderate high or high risk score on the 

Structured Decision Making Risk Assessment (SDMRA) by completing all of the following:  

1. Consult with a CPS supervisor and review the following information:  

1. Safety Assessment 

2. Initial interviews 

3. Case history 

https://www.dcyf.wa.gov/user/1
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4. SDMRA 

2. Consider the following factors:  

1. Identified safety threats. 

2. Existing protective factors within the family and their support system. 

3. Level of family crisis. 

4. Familyôs ability and willingness to engage in services and achieve their goals 
within the time period specified. 

5. Services that will help maintain or restore a safe, stable family environment. 

6. Whether safety and protection of the child does not appear to require court 

intervention. 

2. If voluntary services are expected to last less than 60 calendar days from the intake date and the 

case is not transferred to FVS, complete the following:  

1. Initiate referrals to service providers or community resources at any time during the 

investigation when brief services are expected to be completed within sixty days. 

Examples include:  

1. Removal of health and safety hazards from the home or minor repairs. 

2. The family will benefit from additional resources, e.g., childcare, Supplemental 

Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families 

(TANF), bus pass, public health nurse, First Steps, Women, Infant and Children 

(WIC), Domestic Violence programs, Early Support for Infants and Toddlers 

(ESIT), or family planning. 

2. Coordinate with family members and community partners when recommending services. 

3. Complete a new safety assessment at key decision points per CA Safety Assessment 

policy. 

4. Ensure services paid by CA are completed within the investigation timeframe of 60 days 

unless there is an extension resulting from law enforcement request per RCW 26.44.185. 

3. If the case will transfer to FVS, initiate referrals to service providers or community resources and 

work with the CPS supervisor to:  

1. End the CPS assignment if the investigation is complete. 

2. Co-assign the case if the investigation is not complete. 

4. Consult with the CPS supervisor to determine if court intervention is needed if a family declines 

services, and any of the following exists:  

1. Safety threats exist and cannot be managed or controlled in the home. 

2. There is a moderate high or high risk score on the SDMRA. 

3. Reasonable efforts have not increased the parentôs protective capacities. 

5. If a childôs safety cannot be managed or controlled in the home:  

1. Initiate a Voluntary Placement Agreement (VPA) when the child is  anticipated to safely 

return to his or her parent within 90 days.   

2. Initiate court intervention if the child is not anticipated to return to his or her parent 

within 90 days. 

2. The CPS supervisor must:  

1. Collaborate with the FVS supervisor when it is determined that FVS is appropriate, and a FVS 

caseworker is assigned. 

2. Consult with the area administrator (AA) when there is a disagreement about a CPS investigation 

identified for FVS. 

3. Document in a supervisory case note his or her review of the completed investigation, and 

transfer to FVS. 

2540. Investigative Assessment 

2540. Investigative Assessment admin Wed, 07/25/2018 - 23:07  
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Policy 

The Investigative Assessment (IA) must be completed in FamLink within 60 calendar days of Children's 

Administration receiving the intake. 

1. A complete Investigative Assessment will contain the following information:  

1. A narrative description of:  

1. History of CA/N (prior to the current allegations, includes victimization of any child in 

the family and the injuries, dangerous acts, neglectful conditions, sexual abuse and extent 

of developmental/emotional harm). 

2. Description of the most recent CA/N (including severity, frequency and effects on child). 

3. Protective factors and family strengths. 

2. Structured Decision Making Risk Assessment (SDMRA) tool. 

3. Documentation that a determination has been made as to whether it is probable that the use of 

alcohol or controlled substances is a contributing factor to the alleged abuse or neglect. 

4. Disposition; e.g., a description of DCFS case status. 

5. Documentation of Findings regarding alleged abuse or neglect. Findings will be base on CA/N 

codes designated in the intake according to the following definitions:  

1. Founded means: Based on the CPS investigation, available information indicates that, 

more likely than not, child abuse or neglect did occur as defined in WAC 388-15-009. 

2. Unfounded means: The determination following an investigation by CPS that, based on 

available information, it is more likely than not that child abuse or neglect did not occur 

or there is insufficient evidence for the department to determine whether the alleged child 

abuse did or did not occur as defined in WAC 388-15-009. RCW 26.44.020 

3. If a court in a civil or criminal proceeding, considering the same facts or circumstances 

contained in the CA case being investigated, makes a judicial finding by a preponderance 

of the evidence or higher that the subject of the pending investigation has abused or 

neglected the child, CA shall adopt the finding in its investigation. 

4. When a criminal or civil finding differs from an unfounded finding on a completed 

investigation or closed case, CA will, upon request, consider the changing the CA/N 

finding to founded. 

Procedure 
When CA staff considers a criminal or civil findings that differs from an unfounded 

finding on a completed investigation or closed case, they must:  

1. Compare the court case with the department case to ensure the same facts are 

considered. 

2. Discuss the judicial findings with the CPS supervisor and Area Administrator to 

determine if the CA findings should be changed. 

3. Send a new CPS Founded letter and follow regular CAPTA procedures, if it is 

determined the findings should be changed. 

5. When a third founded finding is made involving the same child or family within the 

previous 12 months, CA must promptly notify the Office of the Ombudsman of the 

contents of the report and disposition of the investigation. 

2541. Structured Decision Making Risk 

AssessmentÈ(SDMRA) 

2541. Structured Decision Making Risk Assessment®(SDMRA) admin Wed, 07/25/2018 - 23:08  

https://www.dcyf.wa.gov/user/1


Purpose Statement 

The Structured Decision Making Risk Assessment (SDMRA) is a household-based assessment focused on the 

characteristics of the caregivers and children living in that household. By completing the SDMRA following the 

Safety Assessment, the worker obtains an objective appraisal of the risk to a child. The SDMRA informs when 

services may or must be offered. 

Laws 

RCW 26.44.030 

Executive Order 12-04 

Policy 

1. The SDMRA risk assessment tool is required as part of the Investigative Assessment and is completed 

on all screened in CPS intakes (includes Risk Only intakes) requiring a CPS investigation. 

2. Services must be offered to families with a high SDMRA score. 

3. Services may be offered to families with a moderately high SDMRA score. 

4. Services are not offered to families when observable, verifiable and describable changes have been 

made within the family that reduces the identified risk in the SDMRA . 

5. Cases with a high SDMRA score must be staffed with a Child Protection Team (CPT) for identified 

child victims aged six years or younger. 

Procedures 

1. Complete the SDMRA no longer than 60 days after the intake was received and following the Safety 

Assessment and prior to a determination to offer ongoing services or a case transfer to another program 

area. Supervisors may extend the completion date of the SDMRA with reason. 

2. When the SDMRA score is "high" and the child is determined unsafe through the Safety Assessment 

then:  

1. Follow the Safety Plan policy 

2. Follow the 1740 Child Protection Teams (CPT) policy. 

3. Document "Transferred to Tribal Authority" per ICW Manual on the Investigative Assessment 

disposition tab when a Tribe is assuming responsibility for providing services and monitoring the 

family. 

4. Explain why services were not offered or provided to the family in (including when Tribe 

assumes authority) in FamLink. 

3. When the SDMRA score is "high" or "moderately high" and the child is determined safe through the 

Safety Assessment:  

1. Offer services when the SDMRA score is high and both family and individual level concerns 

exist per 2440 Service Agreement policy. 

2. Consider offering services when the SDM score is moderately high and both family and 

individual level concerns exist per 2440 Service Agreement policy. 

3. Services are not offered to families when observable, verifiable and describable changes have 

been made within the family that reduces the identified risk in the SDMRA. 

4. Follow the 1740 Child Protection Teams (CPT) policy. 

5. Document the following on the Investigative Assessment disposition tab when services are not 

offered to the family by CA:  

1. "Transferred to Tribal Authority" if Tribe is assuming responsibility for providing 

services and monitoring the family 

http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.030
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2. "Other" on the drop down menu and in the text box document an explanation why 

services were not offered or provided 

4. When the chronicity indicator has been identified with a family and the family has a SDMRA score of 

high, and:  

1. Voluntary services are offered:  

1. Refer family to appropriate evidence based or promising programs where available, or 

2. If not available, refer other relevant agency contracted or community services 

2. Voluntary services are not offered:  

1. Follow the 1740 Child Protection Teams (CPT) policy. 

2. Review case with CPS supervisor before case closure 

Resources 

¶ SDM Risk Assessment - Procedures Manual 

¶ 1740 Child Protection Teams (CPT) policy 

¶ 2440 Service Agreement policy 

¶ Comparing and Understanding the Differences: Risk of Maltreatment, Present Danger, Impending 

Danger - article 

¶ The Differences between Risk and Safety - article 

2559. Hospital Holds 

2559. Hospital Holds admin Wed, 07/25/2018 - 23:11  

Original Date: September 1995 

Revised Date: October 31, 2019 

Sunset Review Date: October 31, 2023 

Approved by: Jody Becker, Deputy Secretary of Children and Families 

 

Purpose 

Hospital administrators or physicians have legal authority to delay discharge of a child through a hospital hold 

for up to 72 hours, without DCYF taking placement and care authority (PCA). The hospital administrator or 

physician must believe a child is in imminent danger if released to their parents or guardians. This policy 

provides direction on how to respond to a hospital hold. 

Scope 

This policy applies to DCYF child welfare employees. 

Laws 

RCW 26.44.056   Protective detention or custody of abused child - Reasonable cause - Notice - Time limits - 

Monitoring plan - Liability.  

https://www.dcyf.wa.gov/node/588
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Policy 

1. When a hospital administrator or physician detains a child on a hospital hold, DCYF must determine if 

the child is at risk of imminent danger if discharged to the parents or guardians. 

2. If it is determined that the child is unsafe, DCYF must take PCA of the child through one of the 

following:  

1. Protective custody (PC) by law enforcement (LE) or hospital administrator or physician with a 

signed Child Custody Transfer DCYF 10-157 form. 

2. Court order. 

Procedures 

1. When a child is placed on a hospital hold, caseworkers must:  

1. Contact the hospital to identify and determine the childôs:  

1. Release date. 

2. Medical issues if the child is not ready for discharge. 

3. Medical and behavioral needs once released. 

2. Document the information received from the hospital in a FamLink case note. 

3. Follow Indian Child Welfare (ICW) Initial Intake policy and procedures when there is reason to 

know a child is or may be a member, or is the biological child of a member, and eligible for 

membership in a federally recognized tribe. 

4. If the child is at imminent risk and placement is being considered then follow the Placement Out-

of-Home and Conditions for Return Home.  

1. If it is determined at the FTDM that the child cannot be safely discharged to their parents 

or guardians obtain PCA through one of the following:  

1. Child Custody Transfer DCYF 10-157 form. 

2. Court order 

2. If the child can be safely discharged home, return the child to the parents or guardians 

and monitor the childôs safety for at least six months if the child was placed on a hospital 

hold and on PC by LE. 

2. If DCYF takes PCA, the caseworker must:  

1. Verify that a Child Custody Transfer DCYF 10-157 form has been signed by law enforcement, a 

hospital administrator, or a physician.  

2. Upload the completed and signed form into FamLink.  

3. Review the discharge summary to identify the childôs medical and behavioral needs. 

4. Verify the child receives necessary follow-up health care as specified by the medical provider in 

the Health Care Services for Children Placed in Out-of-Home Care policy. 

5. Follow the:  

1. Placement Out-of-Home and Conditions for Return Home policy. 

2. Dependency Petition Process policy. 

3. Medically Fragile Children policy. 

Forms 

Child Custody Transfer DCYF 10-157 (located on the DCYF CA Intranet) 

2559B. CPS Investigative Findings Notification 

2559B. CPS Investigative Findings Notification admin Wed, 07/25/2018 - 23:12  
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Approval : Jennifer Strus, Assistant Secretary 

Original Date:  September 1976 

Revised Date: July 23, 2017 

Policy Review: July 1, 2021 

 

Purpose 

To inform subjects of the Child Protective Services (CPS) investigative findings including information 

regarding requests for review of founded findings. 

Scope 

This policy applies to all Childrenôs Administration staff. 

Laws 

P.L. 93-247  Child Abuse Prevention and Treatment Act 

P.L 111-320  Child Abuse Prevention and Treatment Act Amendment 

RCW 26.44.100  Information about Rights and Notification of Investigation, Report and Findings 

RCW 26.44.125 Alleged Perpetrators Right to Review and Amendment of Finding Hearing 

WAC 388-15-065 Does CPS have to notify the alleged perpetrator of the results of CPS investigation? 

WAC 388-15-069 How does CPS notify the alleged perpetrator of the finding? 

WAC 388-15-073 What information must be in the CPS finding notice? 

Policy 

CA staff must: 

1. Notify subjects of all approved CPS investigative findings in writing and orally, whenever possible, 

whether founded or unfounded and provide the required information regarding the steps necessary to 

request a CA founded finding review.  

1. Document efforts to notify and inform subjects of the finding and process for requesting review 

of a founded finding in a case note. 

2. Retain a hard copy of the founded or unfounded letter in the case file. 

3. Founded findings:  

1. Send a founded finding letter to the subjectôs last known address or known location by 
certified mail, return receipt requested. This includes:  

1. Documenting the certified mail tracking number on the letter and Deliver 

Tracking page in FamLink. 

http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44.100
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44.125
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2. Retaining the Domestic Return Receipt (green card) when received with the 

parentôs signature or if it is returned undeliverable in the case file. 

2. Personally serve the founded finding letter if the certified mail is returned and the 

department is actively working with the subject on an open case in any CA program. If 

the subject refuses to accept the in-person delivery, CA staff must document that the 

caseworker attempted to hand deliver a copy of the finding letter to subject and the 

subject refused to accept the letter. This information is documented in the Delivery 

Tracking page in FamLink. 

4. Unfounded findings:  

1. Document the date the letter was provided and how it was provided to the subject in the 

Delivery Tracking page in FamLink. 

2. Send the unfounded finding letter to the subjectôs last known address or known location 

by United States (U.S.) mail or encrypted email. 

3. If provided via encrypted email, upload a copy of the email sent to the subject showing 

the letter is attached in the email into FamLink. 

2. If a court in a civil or criminal proceeding, considering the same facts or circumstances contained in the 

CPS investigation, makes a judicial finding by a preponderance of the evidence (or higher standard) that 

the subject of the pending investigation has abused or neglected the child, CA will adopt the finding in 

its investigation. 

3. When a court in a civil or criminal proceeding make a finding that differs from an unfounded finding on 

a completed investigation or closed case, CA will, upon request, consider changing the CA/N finding to 

founded.  

1. Compare the court case with the department case to ensure the same facts are considered. 

2. Discuss the judicial finding with the CPS supervisor and area administrator to determine if the 

CA finding should be changed. 

3. Send a new CPS founded finding letter to the subject and follow regular CAPTA procedures, if it 

is determined the finding should be changed. 

4. Promptly notify the Office of the Family of Childrenôs Ombuds of the contents of the report and 
disposition of the investigation when a third founded finding is made involving the same child or family 

within the previous 12 months. 

5. Notify the guardian ad litem or court appointed special advocate, if assigned to a child involved in the 

investigation, of the disposition of the investigation 

Forms 

CPS Founded Letter DSHS 09-913 

CPS Unfounded Letter DSHS 09-912 

DLR/CPS Founded Letter DSHS 09-913a 

DLR/CPS Unfounded Letter 09-912a and 09-912b 

Resources 

2559C CPS Investigative Founded Findings Review 

2540 Investigative Assessment policy 

https://www.dcyf.wa.gov/node/604
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2559C. CPS Investigative Founded Findings Review 

2559C. CPS Investigative Founded Findings Review admin Wed, 07/25/2018 - 23:14  

Approval : Jennifer Strus, Assistant Secretary 

Original Date:  September 1976 

Revised Date: January 31, 2016 

Policy Review: January 1, 2020 

 

Purpose  

Inform staff of the process to review CPS investigative findings when a review is requested by a subject with a 

founded finding of Child Abuse/Neglect (CA/N). 

Scope 

This policy applies to all Childrenôs Administration staff. 

Laws 

P.L. 93-247 Child Abuse Prevention and Treatment Act 

P.L 111-320 Child Abuse Prevention and Treatment Act Amendment 

RCW 26.44.100 Information about Rights and Notification of Investigation, Report and Findings 

RCW 26.44.125 Alleged Perpetrators Right to Review and Amendment of Finding Hearing 

WAC Chapter 388-15 Child Protective Services 

Policy 

1. A request for review of a CPS founded finding must be received within 30 calendar days following the 

subjectôs receipt of the notification.If the request is not received within the designated timeframe, the 

subject has no further right to an internal review, administrative hearing or judicial review of the finding. 

2. All CA founded findings reviews must be conducted within 30 days by the regional administrator or 

Division of Licensed Resources administrator or his or her designee who is above the first level of 

supervision and was not involved in the original decision-making about the finding. At a minimum, the 

internal review must include:  

1. A review of the case file, to include the intake, case notes, Investigative Assessment, and the 

findings information; and 

2. A review of any written information provided by the subject of the intake.  

3. When necessary, the review will include an interview with the assigned worker and/or the 

worker's supervisor. 

https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44.100
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44.125
http://app.leg.wa.gov/WAC/default.aspx?cite=388-15


3. CA staff must notify the subject of the CA founded findings review results within 30 calendar days from 

the date the department received the request.  

1. Notification must be in writing by certified mail, return receipt requested to the subjects last 

known address. 

2. If the results remain founded, the hearing notification letter must include the process to request 

an Administrative Hearing. 

4. CA staff must change the findings in the ñFindingsò page in FamLink within 10 working days of the 
decision when a review or hearing overturns the founded finding. 

5. All findings will remain in effect as originally determined pending any internal review or administrative 

hearing. 

Forms 

CPS Review Denied Notification form DSHS 27-136 (on Intranet) 

2571. Mandated Reports to Law Enforcement 

2571. Mandated Reports to Law Enforcement admin Wed, 07/25/2018 - 23:15  

Approval : Jennifer Strus, Assistant Secretary 

Original Date:  1972 

Revised Date:  July 23, 2017 

Policy Review:  July 23, 2020 

 

Purpose 

Provide Childrenôs Administration (CA) staff direction for notifying law enforcement (LE) about crimes against 

children and vulnerable adults and alleged abuse of children. 

Scope 

This policy applies to all CA staff. 

Laws 

RCW 13.50.010 Definitions ï Conditions when filing petition or information ï Duties to maintain accurate 

records and access ï Confidential child welfare records. 

RCW 13.50.100 Records not relating to commission of juvenile offenses ï Maintenance and access ï Release of 

information for child custody hearings ï Disclosure of unfounded allegations prohibited. 

RCW 26.44.030 (4) Reports ï Duty and authority to make ï Duty of receiving agency ï Duty to notify. 

RCW 74.13.031 (3) Duties of department ï Child welfare services 

https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.50.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.50.100
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.030
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.031


RCW 26.44.190 Investigation of child abuse or neglect ï Participation by law enforcement officer 

Policy 

CA staff will: 

1. Notify LE when any of the following apply:  

1. There is a reasonable cause to believe a crime has been committed against a child or vulnerable 

adult. 

2. There is an allegation of child abuse or neglect (CA/N) including:  

1. Child fatality or near fatality suspected to be caused by CA/N. 

2. Non-accidental physical injury of a child. 

3. Sexual Abuse or sexual exploitation. 

4. A suspicion, indication or confirmation of commercial sexual exploitation (CSEC), and 

there is reasonable cause to believe a crime against a child has been committed. 

3. A law enforcement officer investigating alleged child abuse or neglect is, or has been, a parent, 

guardian, or foster parent of an alleged child victim. If the law enforcement agency continues the 

investigative assignment of an officer who is the current foster parent of the alleged child victim, 

the CA caseworker must remove the child from placement with the investigating officer. 

2. Notify LE verbally or with a written Child Protective Services (CPS) intake report.  

1. Within 24-hours of receiving:  

1. A CPS intake with an emergent response time and the child is believed to be in danger. 

2. An intake about an indicated or confirmed Commercially Sexually Exploited Child. 

2. Within 72-hours of:  

1. Receiving a CPS intake with a non-emergent response time. 

2. When an investigation or Family Assessment Response (FAR) reveals reasonable cause 

to believe that a crime against a child may have been committed. 

3. If a verbal report was made, send a copy of the intake to LE within five calendar days of making the 

verbal report.  

4. When any child in an open case is believed to be at imminent risk of serious harm or there is a new 

allegation of child abuse or neglect not included in the original intake, the assigned caseworker must 

make a report to intake per RCW 26.44.030 (1)(a). 

5. If there is reasonable cause to believe any client has been abandoned, abused, neglected, or exploited, 

regardless of the source of information, notify his or her supervisor or manager per DSHS 

Administrative 8.02 policy located on the DSHS intranet. 

6. CA staff may release confidential case information to other juvenile justice or care system agencies only 

when an investigation or case involving the child in question, is being pursued by the other agency or 

when that other agency is responsible for supervising the child. This includes entities such as police, 

prosecuting attorneys, diversion units, detention centers, courts, and schools but does not include a 

childôs placement, i.e., licensed or unlicensed caregiver. 

7. Document in FamLink on the intake ñreferralò tab the following information when sending the report to 

law enforcement:  

1. LE agency name. 

2. Date and time the report was sent. 

3. Method by which the report was sent. 

4. Explanation of the reason the report was sent. 

Forms 

Intake Report DSHS 14-260 located on the Intake and Forms pages on the CA Intranet. 

http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.190
http://apps.leg.wa.gov/RCW/default.aspx?Cite=26.44.030


Resources 

Mandated Reporter Toolkit 

3000. Family Voluntary Services (FVS) 

3000. Family Voluntary Services (FVS) admin Wed, 07/25/2018 - 23:16  

Original Date: September 1995 

Revised Date: October 31, 2019 

Sunset Review Date: October 31, 2023 

Approved by:  Jody Becker, Deputy Secretary of Children and Families 

 

Purpose 

Family Voluntary Services (FVS) allows parents to voluntarily engage in services to increase their protective 

capacities and meet the childôs safety, health, and well-being needs. 

Scope 

This policy applies to DCYF caseworkers. 

Laws 

RCW 13.32A.140 Out-of-home placement - Child in Need of Services Petition by Department - Procedure. 

RCW 26.44.030  Reports - Duty to Make 

RCW 26.44.056  Protective Detention or Custody of Abused Child 

RCW 43.185C.315 Youth Services - HOPE centers - Requirements 

RCW 43.185C.320 Youth Services - HOPE centers - Eligibility  

RCW 74.14A.020 Services for Emotionally Disturbed and Mentally Ill Children, Potentially Dependent 

Children, and Families-In-Conflict 

PL 113-183  Preventing Sex Trafficking and Strengthening Families Act 

Policy 

1. The following cases are assigned for FVS:  

1. A non-Child Protective Services (CPS) intake, including:  

1. Request for services. 

https://www.dcyf.wa.gov/node/88
https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.32A.140
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.030
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.056
http://app.leg.wa.gov/RCW/default.aspx?cite=43.185C.315
http://apps.leg.wa.gov/rcw/default.aspx?cite=43.185C.320
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
https://www.congress.gov/113/plaws/publ183/PLAW-113publ183.pdf
https://www.dcyf.wa.gov/node/589


2. Intakes on runaway youth under age 12 who are at a Crisis Residential Center (CRC), 

Hope Center, or overnight youth shelter. 

2. CPS investigation or risk-only cases when the family has agreed to participate in services and 

any of the following exists:  

1. A moderately high or high risk score on the Structured Decision Making Risk 

Assessment (SDMRA) tool. 

2. A safety assessment has identified a safety threat that can be managed with a safety plan. 

3. Child is placed in out-of-home care on a Voluntary Placement (VPA) due to a safety 

threat that cannot be managed in the home. 

4. Cases require six months of child safety monitoring when all three of the following 

conditions are met:  

1. The child is placed on a hospital hold by the physician or hospital administrator. 

2. The child is placed in protective custody by law enforcement (LE); and 

3. CPS determines the child can return home. 

2. The FVS supervisor will:  

1. Hold a case transfer staffing with the CPS supervisor, including the sending and receiving 

caseworkers, when a request is made to transfer a case from CPS to FVS. An FVS caseworker 

must be assigned within three days of the request for transfer. 

2. Address issues in the case transfer staffing including the safety, permanency and well-being 

needs of the child, familyôs progress in services, and any other identified service needs. The 

staffing must be documented in a case note. 

3. Consult with the area administrator (AA) when there is a disagreement about an intake screening 

decision or the transfer of a CPS investigation to FVS. 

4. Assign CPS risk only intakes to FVS caseworkers per the Case Assignment policy. If the case is 

co-assigned to FVS and CPS investigation, assign the risk only intake to the CPS investigation 

caseworker. Follow 2331 Child Protective Services Investigation policy. 

5. Conduct monthly supervisor case reviews, review all safety plans and case plan. Document the 

reviews in a case note. 

6. Review for case closure if the family:  

1. Has completed or is no longer in need of services and there is no present danger or 

identified safety threat. 

2. Is unable to be located and the FVS caseworker followed the steps outlined in the 

ñGuidelines for Reasonable Efforts to Locate Children and/or Parentsò on the CA 

intranet. 

7. Review FVS cases that remain open to:  

1. Verify a case plan has been developed if the case has been open beyond 45 days and the 

family is participating in services. 

2. Verify monthly health and safety visits occurred if the case has been open beyond 60 

days. 

3. Continue reviewing the case every 90 calendar days from FVS case assignment to 

determine if continued services are needed. 

4. Obtain AA approval if the case is open beyond 180 days from FVS case assignment and 

every 90 days thereafter if services are still needed. 

3. FVS caseworkers will:  

1. For FVS Cases Transferring from CPS Investigations:  

1. Prior to initial contact with the family:  

1. Review the case file, safety assessment and Case Plan DSHS 15-259A  and all 

other case information as it becomes available. 

2. Participate in a case transfer staffing, if applicable, to discuss the case including 

safety, permanency and well-being needs of the child, familyôs progress in 

services and any other identified service need. 

https://www.dcyf.wa.gov/node/600
https://www.dcyf.wa.gov/node/600
https://www.dcyf.wa.gov/node/578
https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/1413
https://www.dcyf.wa.gov/node/591
https://www.dcyf.wa.gov/node/1388
https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/1333
https://www.dshs.wa.gov/fsa/forms?field_number_value=15-259A&title


2. Make contact with the family within seven calendar days from the date a case transfers 

from CPS investigation to FVS. 

3. Conduct an initial private face-to-face health and safety visit with all of the children 

within ten calendar days of the transfer.  

4. Complete the following during the initial meeting with the child and family and 

subsequent meetings as needed:  

1. Assess for present danger. Take immediate protective action if a child is in 

present danger. 

2. Identify all individuals living in the home and assess for safety threats and risk. 

5. Inquire about the childôs possible membership or eligibility for membership in a federally 

recognized tribe. Follow Indian Child Welfare Chapter 3 Inquiry and Verification of 

Childôs Indian Status. 

6. Prior to contacting or sharing any information about a family with collateral contacts and 

service providers, obtain releases of information from parents. This includes any 

information being shared about the mental health treatment, substance abuse treatment, 

access to reproductive services and sexually transmitted diseases (STD)/human 

immunodeficiency virus (HIV) for parents or youth age 13 years and older. 

7. Follow the Infant Safety Education and Intervention policy for all children in the 

household birth to one year and anytime a new infant enters the home. 

8. Complete a new safety assessment at key decision points per CA safety assessment 

policy. 

9. Complete a safety plan with the family if a safety threat is identified and can be 

controlled and managed with a safety plan. 

10. Conduct routine and universal domestic violence (DV) screening at key points in a case, 

i.e., a new intake, case transfer, and re-assessment of safety to identify if DV is present. 

11. Complete the Commercially Sexually Exploited Child (CSEC) Screening Tool DSHS 15-

476 when there is suspicion, indication or confirmation that the child or youth may be a 

victim of commercial sexual exploitation (CSE). 

12. Complete the Comprehensive Family Evaluation (CFE) within 45 calendar days of a FVS 

assignment, and every 90 days after the CFE is approved. 

13. Complete an investigative assessment within 60 calendar days when assigned a CPS risk 

only intake and follow 2331. Investigative Standards policy. 

14. Provide concrete goods and supports that strengthen the familyôs ability to safely care for 

and meet their childrenôs needs. Concrete goods must be directly related to the issues of 

safety and risk identified in the assessment. 

15. Conduct monthly health and safety visits with children and monthly visits with caregivers 

and parents.   

16. Review the case with the supervisor and assess whether to place the child in out-of-home 

care when any of the following apply:  

1. Safety or risk cannot be managed with a safety plan. 

2. The family refuses services. 

17. Complete the following case planning and service referral activities for children in-home 

or placed out-of-home on a VPA.  

1. Develop a case plan with the family based on the assessment of the familyôs 

needs.  The case plan must address the moderately high or high risk factors and 

the identified safety threats for the child. 

2. Refer the child and family to service providers or community resources when 

needed and available. This includes referring a child or youth with complex 

behavioral health needs for a Wraparound Intensive Services (WISe) screen per 

4542. WISe policy. 

3. If a child is a member or eligible for membership in a federally recognized tribe 

from Washington state, contact the tribe to:  

https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/883
https://www.dcyf.wa.gov/node/883
https://www.dcyf.wa.gov/node/578
https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/583
https://www.dcyf.wa.gov/node/582
https://www.dcyf.wa.gov/node/581
https://www.dcyf.wa.gov/node/599
https://www.dcyf.wa.gov/node/591
https://www.dcyf.wa.gov/node/1354
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/1436
https://www.dcyf.wa.gov/node/1376


1. Determine the tribeôs level of involvement. 

2. Identify any available tribal services and resources. 

3. Review and follow the Memorandum of Understanding (MOU) that CA 

has with the childôs tribe (if one has been completed) 

18. Complete the following additional case planning and service referral activities for a child 

placed out-of-home on a VPA:  

1. Conduct a Family Team Decision Making (FTDM) meeting prior to placement 

and when returning the child home per the VPA policy. 

2. Develop a family time and sibling visit plan that includes visits in the least 

restrictive setting based on risk factors, existing danger, safety threats and 

protective factors.  

19. Transfer the case to Children and Family Welfare Services (CFWS) if a dependency 

petition has  been filed. If the case is co-assigned and is within two weeks of case 

transfer, the CPS worker will file the dependency petition. 

20. Make a report to intake per RCW 26.44.030 (1)(a) when any child in an open case is 

believed to be at imminent risk of serious harm or there is a new allegation of child abuse 

or neglect 

21. Close the case when:  

1. The family has completed or is no longer in need of services and there is no 

present danger or identified child safety threats. 

2. The family is unable to be located following the steps outlined in the ñGuidelines 
for Reasonable Efforts to Locate Children and/or Parentsò on the CA intranet. 

2. For Non-CPS FVS Cases  

1. Make contact with the referrer, youth or family member on non-CPS intake cases within 

the following times (excluding weekends and holidays):  

1. 72 hours for a request for services. 

2. 24 hours for intakes on runaway youth under age 12 who are currently located at a 

CRC, Hope Center or overnight youth shelter. 

2. Prior to initial contact with the family review the intake, history and all other case 

information as it becomes available. 

3. Complete the following during the initial meeting with the child and family, and 

subsequent meetings as needed:  

1. Assess for present danger. Take immediate protective action if a child is in 

present danger. 

2. Identify and verify all individuals living in the home and assess for safety threats 

and risk. 

3. Follow the Infant Safety Education and Intervention policy for all children in the 

household birth to one year and anytime a new infant enters the home. 

4. Inquire about the childôs possible membership or eligibility for membership in a 
federally recognized tribe. Follow Indian Child Welfare Chapter 3 Inquiry and 

Verification of Childôs Indian Status. 

5. Prior to contacting or sharing information about a family with collateral contacts 

and service providers, obtain releases of information from parents. This includes 

any information being shared about the mental health treatment, substance abuse 

treatment, access to reproductive services, and STD/ HIV for parents or youth age 

13 years and older. 

6. Initiate referrals to service providers or community resources when needed and 

available. This includes referring a child or youth with complex behavioral health 

needs for a Wraparound Intensive Services (WISe) screen per 4542. WISe policy. 

7. Complete an investigative assessment when assigned a CPS Risk-Only intake and 

follow 2331. Investigative Standards policy. 

https://www.dcyf.wa.gov/tribal-relations/icw/mou
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/586
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/node/1313
https://www.dcyf.wa.gov/node/1313
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.030
https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/580
https://www.dcyf.wa.gov/node/883
https://www.dcyf.wa.gov/node/883
https://www.dcyf.wa.gov/node/1376
https://www.dcyf.wa.gov/node/599
https://www.dcyf.wa.gov/node/591


8. Complete the CSEC Screening Tool DSHS 15-476 when there is suspicion, 

indication or confirmation that the child or youth may be a victim of CSE. 

9. Provide concrete goods and supports that strengthen the familyôs ability to safely 

care for and meet their childrenôs needs. Concrete goods must be directly related 

to the issues of safety and risk identified in the assessment. 

10. Complete the CFE by the 45th calendar day of the intake and update the CFE 

every 90 calendar days if the case remains open. 

11. Should the case remain open beyond 45 days, the following must occur and 

parents must be informed of the following:  

1. Conduct monthly health and safety visits with all children in the home and 

monthly visits with caregivers and all parents if the case is open beyond 

60 days. 

2. Develop a case plan with the family based on the assessment of the 

familyôs needs.  

3. Complete routine and universal DV screening and re-assessment of safety 

to identify if DV is present. 

4. Complete the following additional case planning and service referral activities for a child 

placed out-of-home on a VPA:  

1. Conduct a FTDM meeting prior to placement and returning a child home per the 

VPA policy. 

2. Develop a family time and sibling visit plan that includes visits in the least 

restrictive setting based on risk factors, existing danger, safety threats and 

protective factors. 

Forms 

Case Plan DCYF 15-259A 

Commercially Sexually Exploited Child (CSEC) Screen DCYF 15-476 (Located on the DCYF Intranet) 

Indian Identity Request DCYF 09-761 

Voluntary Agreement Plan DCYF 09-004B (Located on the DCYF Intranet) 

Resources 

Social Workerôs Practice Guide to Domestic Violence DSHS 22-1314 

3100. Family Reconciliation Services 

3100. Family Reconciliation Services admin Wed, 07/25/2018 - 23:18  

Original Date: December 15, 1996 

Revised Date: July 28, 2019 

Sunset Review Date: July 31, 2023 

Approval:  Ross Hunter, Secretary 

https://www.dcyf.wa.gov/node/582
https://www.dcyf.wa.gov/node/1354
https://www.dcyf.wa.gov/node/581
https://www.dcyf.wa.gov/node/581
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/1436
https://www.dcyf.wa.gov/node/583
https://www.dcyf.wa.gov/node/583
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/586
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/forms?field_number_value=15-259A&title=
https://www.dcyf.wa.gov/forms?field_number_value=09-761&title=
https://www.dshs.wa.gov/sites/default/files/SESA/publications/documents/22-1314.pdf
https://www.dcyf.wa.gov/user/1


 

Purpose 

Family Reconciliation Services (FRS) are voluntary services designed to resolve problems related to family 

conflict, at-risk youth, or a youth who may be in need of services. These services are provided to youth ages 12 

through 17 years old and their families to alleviate personal and family situations which present a serious and 

imminent threat to the health and stability of the family and reunify the family, maintain the family unit or avoid 

out-of-home placement. 

Scope 

This policy applies to the Department of Children, Youth, and Family (DCYF) employees. 

Laws 

Chapter 13.32A RCW   Family Reconciliation Act 

RCW 43.185C.290   Youth services - Child admitted to secure facility - Maximum hours of custody - 

Evaluation for semi-secure facility or release to department of social and health services - Parental right 

to remove child - Reconciliation effort - Information to parent and child - Written statement of services and 

rights - Crisis residential center immunity from liability 

RCW 43.185C.315  Youth services - HOPE centers - Establishment - Requirements 

Policy 

Caseworkers must: 

1. Contact the family within twenty-four hours of being assigned the case, excluding weekends and 

holidays, to schedule an interview and assessment. 

2. Complete a Family Assessment with the involvement of a multidisciplinary team, if applicable, to 

determine available services to keep the family intact. 

3. Provide FRS to youth 12 through 17 years of age and their families, where youth have run away or are 

in conflict with their family. 

4. Complete the Commercially Sexually Exploited Child (CSEC) screening tool DSHS 15-476 in FamLink 

if a youth is suspected, indicated, or confirmed of being a CSEC. 

5. Follow the Commercially Sexually Exploited Children (CSEC) policy for youth indicated or confirmed 

CSEC. 

6. Refer a youth with complex behavioral health needs for a Wraparound Intensive Services (WISe) screen 

per WISe policy. 

7. Follow the Health and Safety Visit policy requirements for all cases open beyond 60 calendar days. 

8. Upon request by the parent or youth, complete a Family Assessment for Child In Need of Services 

(CHINS) or At-Risk Youth (ARY). 

9. File a CHINS petition on behalf of the youth when a dependency is not being pursued, the parent has not 

filed an ARY petition, and DCYF is asking the court to approve an out-of-home placement under the 

following circumstances:  

1. The youth has been admitted to a CRC or has been placed by DCYF in an out-of-home 

placement, and:  

1. The parent has been notified that the youth was  admitted or placed. 

http://app.leg.wa.gov/RCW/default.aspx?cite=13.32A
http://app.leg.wa.gov/RCW/default.aspx?cite=43.185C.290
http://app.leg.wa.gov/RCW/default.aspx?cite=43.185C.315
https://www.dcyf.wa.gov/node/582
https://www.dcyf.wa.gov/node/1376
https://www.dcyf.wa.gov/node/1333


2. The youth cannot return home and legal authorization is needed for out-of-home 

placement beyond seventy-two hours. 

3. An agreement has not been reached between the parent and youth as to where the youth 

will live.  

4. A CHINS petition has not been filed by either the parent or youth. 

5. The parent has not filed an at-risk youth petition; and 

6. The youth has no suitable place to live other than their parentôs home. 

2. The youth has been admitted to a CRC and:  

1. Seventy-two hours, including Saturdays, Sundays and holidays, have passed since 

placement. 

2. The CRC staff, after searching with due diligence, have been unable to contact the 

youthôs parents. 

3. The youth has no suitable place to live other than the home of his or her parent. 

3. An agreement between the parent and youth made pursuant to RCW 43.185C.280 or pursuant to 

RCW 13.32A.120(1) is no longer acceptable to the parent or youth, and:  

1. Seventy-two hours, including Saturdays, Sundays, and holidays, have passed since 

notification. 

2. No new agreement between parent and youth as to where the youth will live has been 

reached. 

3. A CHINS petition has not been filed by either the youth or the parent. 

4. The parent has not filed an ARY petition; and 

5. The youth has no suitable place to live other than their parentôs home. 

10. Meet the following requirements when filing a CHINS petition on behalf of the youth: 

11. Be filed in the county where the parent resides. 

12. Allege the youth is a CHINS. 

13. Ask only that the placement of a youth outside the parentôs home be approved. 

14. Authorize emergency medical and dental care if a youth is placed in out-of-home care on a CHINS 

order. 

15.  Request a dismissal of a CHINS out-of-home placement no more than 180 calendar days from the 

initial review hearing, per RCW 13.32A.190. 

16. When requested, assist the parent in filing an ARY petition in the county where the parent resides and 

allege that:  

1. The youth is an at-risk youth. 

2. The parent has the right to legal custody of the youth. 

3. Court intervention and supervision are necessary to assist the parent in maintaining the care, 

custody, and control of the youth. 

4. Alternatives to court intervention have been attempted or there is good cause why such 

alternatives have not been attempted. 

17. Close the case after 30 days unless the family is referred for contracted services, DCYF placement, or 

ordered by the court to monitor compliance with the dispositional order of a CHINS or ARY petition. 

Procedures 

Caseworkers must: 

1. Assess the family and refer to appropriate services to avoid out-of-home placement. 

2. Report to intake when any child in an open case is believed to be at imminent risk of serious harm or 

there is a new allegation of child abuse or neglect 

3. Staff case with supervisor if:  

1. Services other than family crisis counseling is needed. 

2. The case needs monitoring or services beyond 30 days. 

4. Make a referral to a contracted service provider when appropriate. 

https://app.leg.wa.gov/rcw/default.aspx?cite=43.185C.280
http://app.leg.wa.gov/RCW/default.aspx?cite=13.32A.120
https://app.leg.wa.gov/RCW/default.aspx?cite=13.32A.190


5. If ordered by the court, for a CHINS or ARY dispositional hearing:  

1. Submit a dispositional plan; 

2. Monitor compliance with the dispositional order; 

3. Assist in coordinating the provision of court-ordered services; and 

4. Submit reports at subsequent review hearings regarding the status of the case. 

6. Request dismissal of the CHINS when it is not feasible for DCYF to provide services due to one or more 

of the following circumstances:  

1. The youth has been absent from court approved placement for 30 consecutive days or more; 

2. The parents or the youth refuse to cooperate in available, appropriate intervention aimed at 

reunifying the family; or 

3. The department has exhausted all available and appropriate resources that would result in 

reunification. 

Forms 

Commercially Sexually Exploited Child (CSEC) Screen DSHS 15-476 (Located on the DCYF Forms intranet) 

Family Assessment DSHS 15-279 (Located on the DCYF Forms intranet) 

4000. Child Welfare Services 

4000. Child Welfare Services admin Wed, 07/25/2018 - 23:19  

41211. Safety of Newborn Children Act 

41211. Safety of Newborn Children Act admin Wed, 07/25/2018 - 23:19  

Procedure 

1. DCYF child welfare employees must accept an intake of a newborn transferred (abandoned) under the 

Safety of Newborn Children Act per the Intake policy. 

2. Responsibilities:  

1. CFWS Supervisor assigns intake to a CFWS caseworker 

2. CFWS caseworker:  

1. Has face-to-face contact with the newborn and gathers available information from 

hospital and other caregivers. 

2. Locates and places the newborn in emergency out-of-home, when able to be released 

from the hospital. 

3. Verifies CA custody through a law enforcement transfer of custody. 

4. Drafts and files a dependency petition. 

5. Completes the child information/placement referral DCYF 15-300 form based on 

available information and provides information to the caregiver/foster parent. 

6. Schedules shared planning meeting to identify permanent plan and placement. 

7. Consults with supervisor as necessary. 

4122. Case Transfer 

4122. Case Transfer admin Wed, 07/25/2018 - 23:21  

https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/node/589
https://www.dcyf.wa.gov/sites/default/files/forms/15-300.docx
https://www.dcyf.wa.gov/user/1


Approval:   Jennifer Strus, Assistant Secretary 

Original Date:   

Revised Date:  July 23, 2017 

Policy Review:  July 23, 2021 

 

Purpose 

To provide direction for Department of Children, Youth, and Families (DCYF) child welfare employees in 

transferring cases between units, offices and regions in a manner that prioritizes child safety, permanency, and 

well-being.  

Scope 

This policy applies to DCYF employees. 

Policy 

1. Follow Case Assignment policy when determining primary case assignment and emergent response. 

2. Transfer Between Units or Programs In The Same Office  

1. If a case is being transferred between units following the filing of a dependency or a change in 

program, complete the following:  

1. The sending and receiving supervisors will collaborate within three calendar days of the 

dependency or program change, e.g., Child Protective Services (CPS), Children and 

Family Welfare Services (CFWS), Family Voluntary Services (FVS), etc., to determine if 

case transfer is appropriate. 

2. If there is agreement, the receiving supervisor must assign or co-assign the case within 

five calendar days of the request for transfer. 

3. If there is disagreement, supervisors must consult with the area administrator (AA). 

2. When a child becomes legally free:  

1. If the permanent plan is adoption, the case must be staffed with an adoption supervisor 

within five working days from the date of the termination hearing and transferred to an 

adoption worker within ten working days from the date of the termination hearing. 

2. If the permanent plan for a legally free child changes to a plan other than adoption, the 

case will be staffed between the Adoption unit and CFWS unit. The staffing must occur 

within five calendar days of the court ordered change to identify the unit for the case. 

3. Transfer Between Offices  

1. The caseworker can request a transfer of primary case assignment between DCYF offices for a 

non-court involved case if the following requirements are met:  

1. The parent or legal guardian establishes residency in a different county and continued 

assessment or services are needed or requested. If a parent is in inpatient treatment with 

his or her child, transfer will not be considered until the parent has been in treatment for a 

minimum of thirty calendar days. 

2. The supervisors or AA in the sending and receiving offices agree to the case transfer. 

3. If there is agreement, the receiving supervisor must assign the case within five calendar 

days of receiving the request to transfer. 



2. When requesting a transfer of primary case assignment between DCYF offices for a court-

involved case. This does not apply to legally free cases:  

1. Follow the Legal Jurisdiction policy: 

2. If there is agreement and the receiving countyôs court accepts legal jurisdiction, the 

sending supervisor must verify that the case documentation is complete and transfer 

within five business days of receiving the court order to transfer legal jurisdiction.   

3. Follow the Courtesy Supervision policy when a child is in  the care and custody of DCYF, and is 

placed outside the sending officeôs area. 

4. If a child in a foster home placement moves with the foster family to another area, the originating 

DCYF office notifies the Licensed Division, and the receiving DCYF office for courtesy 

supervision, if necessary. 

4. Transfer of jurisdiction from state court to tribal court, per ICW Policies and Procedures Chapter 6: 

Casework Activities for Court Proceedings 

The child welfare caseworker will:  

1. Send JU 11.0900 Motion for Order Transferring Jurisdiction to Tribal Court, and Tribal Courtôs 

Order Accepting/Declining Jurisdiction, JU 11.0960 to the tribe for its use for these purposes. A 

tribe may also use its own tribal court forms). Upon receipt of an order from a tribal court 

accepting jurisdiction, the state court shall dismiss the child custody proceeding without 

prejudice.  

2. Provide the tribe with the case information, and if requested, schedule a transfer case staffing. 

5. Disagreement about case transfer must be resolved at the lowest level possible. If the disagreement is 

unresolved at the caseworker level, the supervisors must work with the AA, or Regional Administrator 

to resolve it. 

4201. Emergency Planning for Birth Parents and 

Legal Guardians 

4201. Emergency Planning for Birth Parents and Legal Guardians admin Wed, 07/25/2018 - 23:22  

Purpose 

To store current birth parents or legal guardians name, address and phone number and emergency contact 

information for all children in out-of-home care, in case of a disaster or emergency. 

Policy 

1. The assigned child welfare caseworker is responsible for ensuring birth parents or legal guardians of 

children placed in out-of-home care have the following information documented in the information 

management system:  

1. Emergency Contact Name; Recommend One In-State and One Out-of-State Contact 

2. Current Address for Birth Parent/Legal Guardian and Emergency Contact Persons 

3. Current Phone Numbers for Birth Parent/Legal Guardian and Emergency Contact Persons, as 

applicable. 

2. The child welfare caseworker is responsible for reviewing and updating this information as change 

occurs and at a minimum annually. 

4211. Notification to Foreign Consulates 

https://www.dcyf.wa.gov/node/1341
https://www.dcyf.wa.gov/node/1337
https://www.dcyf.wa.gov/node/1337
https://www.dcyf.wa.gov/node/1337
https://www.dcyf.wa.gov/node/897
https://www.dcyf.wa.gov/node/897
http://www.courts.wa.gov/forms/?fa=forms.contribute&formID=46
http://www.courts.wa.gov/forms/?fa=forms.contribute&formID=46
http://www.courts.wa.gov/forms/?fa=forms.contribute&formID=46
https://www.dcyf.wa.gov/node/584
https://www.dcyf.wa.gov/user/1


4211. Notification to Foreign Consulates admin Wed, 07/25/2018 - 23:23  

Approval:              Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:      June 7, 2012 

Revised Date:      July 1, 2017 

Policy Review:     July 1, 2021 

 

Purpose  

Ensure foreign consulates are notified when a child who is the citizen of another country becomes the focus of a 

dependency proceeding. This policy is not to be interpreted as a check on immigration status of any member of 

a family but rather citizenship of a country outside the United States. 

Laws 

Vienna Convention on Consular Relations - Article 37 

Policy 

1. The child welfare caseworker must:  

1. Assess the citizenship of a foreign country of a child when the child is placed in out-of-home 

care in a dependency proceeding. 

2. Provide notice, under federal treaty obligations, to the foreign consulate when obtaining legal 

custody of a child who is a foreign national. 

3. Provide access to interpreters and culturally relevant services to Limited English Proficiency 

(LEP) clients from certified or authorized contracted translators as listed in the provisions 

of Access to Services for Clients who are Limited English Proficient (LEP) Administrative 

Policy No. 7.21. 

Procedures 

1. The child welfare caseworker must:  

1. Determine and document the child's citizenship of a foreign country at the time a child is placed 

in care by asking the parent (or the child, depending on age and development) if the child is a 

citizen of a foreign country. If the answer is ñyes,ò ask, ñWhat foreign country?ò 

2. For children in the care and custody of the Department of Children, Youth, and Families 

(DCYF), as soon as it is known whether the child is a foreign national, notify the foreign 

consulate by faxing the Notice to Foreign Consulate of Child Protection Proceedings DCYF 15-

402 of the child's or parents home country. Notification to the consulate must be made as soon as 

possible but no later than 30 calendar days.  

Note: The address of the nearest consular office for a foreign country can be found at Foreign 

Consular Offices in the United States. 

3. If requested by the consulate:  

1. Obtain a signed Consent to release Information DCYF 14-012 form from the parents to 

share information with the consulate; and 

2. Provide identified services to the family. 

https://www.dcyf.wa.gov/user/1
http://www.state.gov/documents/organization/17843.pdf
https://www.dcyf.wa.gov/forms?field_number_value=15-402&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-402&title=
http://travel.state.gov/
http://travel.state.gov/
https://www.dcyf.wa.gov/forms?field_number_value=14-012&title=


4. Document in FamLink any:  

1. Foreign citizenship of the child on the Person Management page. 

2. Notification to a consulate by uploading the Notice to Foreign Consulate of Child 

Protection Proceedings DCYF 15-402 form into FamLink. 

Forms 

Consent to release Information DCYF 14-012 

Notice to Foreign Consulate of Child Protection Proceedings DCYF 15-402 

Resources 

Foreign Consular Offices in the United States 

4220. Assessment for New CWS Cases 

4220. Assessment for New CWS Cases admin Wed, 07/25/2018 - 23:23  

4221. Family-Focused Assessments 

4221. Family-Focused Assessments admin Wed, 07/25/2018 - 23:25  

The child welfare caseworker must complete a full family-focused case assessment to identify family strengths 

and problems. The assessment includes multi-family groupings; e.g., the family home from which the child was 

removed as well as the home of another parent. RCW 74.14A.020 

4222. Community-Informed Decision-Making 

4222. Community-Informed Decision-Making admin Wed, 07/25/2018 - 23:26  

The CWS assessment focuses first on identifying family resources or services within the community, which can 

be utilized to safely maintain a child in their home and community. The child welfare caseworker identifies 

services that may be needed in the future through coordination with the family and other relevant community 

agencies. 

4223. Culturally Appropriate Assessment 

4223. Culturally Appropriate Assessment admin Wed, 07/25/2018 - 23:26  

Culturally sensitive assessment means viewing the family from its own perspective, cultural context and values. 

The family, the extended family, and the community must be encouraged to identify their own solutions to 

mitigate the need for services. 

4224. Initial Assessment 

https://www.dcyf.wa.gov/forms?field_number_value=15-402&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-402&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-012&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-402&title=
http://travel.state.gov/
https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/user/1


4224. Initial Assessment admin Wed, 07/25/2018 - 23:27  

The FVS caseworker's initial assessment includes: 

1. For youth missing from care that are referred by overnight shelters the caseworker must:  

1. Notify Law Enforcement of youth's whereabouts per Practice and Procedures Guide 4550 

Children Missing from Care 

2. Notify the youth's parents that a report has been received and the youth is currently safe and off 

the streets within 24 hours, 

3. Inform parents of services designed to resolve the conflict and accomplish reunification of the 

family. 

4. Make contact by telephone or other reasonable means. 

2. For cases involving sexually exploited youth as defined in Appendix A, the FRS caseworker must refer 

the youth and family to available services through the Office of Crime Victims Advocacy. The FRS 

caseworker must explore filing a CHINS petition if applicable. 

3. Identification of family needs and strengths. 

4. Determining who is or may be legally responsible for the child, including presumed and alleged fathers. 

5. Clarifying the presenting problems and resolutions expected. 

6. Obtaining the family and child's own description of the situation and family's recommendations for how 

to solve the problem. 

7. Reviewing family history, including such factors as ethnic and cultural heritage, family and community 

resources, emotional/social support systems, medical histories, family dynamics, educational 

backgrounds of parents and children, work histories/employment stability, availability of financial 

resources (TANF, public housing, Supplemental Security Income [SSI], Social Security, Veterans 

Administration benefits), and family mobility. 

8. When the caseworker or CHET Screening Specialist identifies a child birth to three years old with a 

concern about the child's developmental delays, a referral will be made to a Lead Family Resources 

Coordinator with the Early Support for Infants and Toddlers (ESIT).  

1. Referrals are made by contacting the local ESIT Lead Family Resource Coordinator or through 

the ESIT web site. 

2. The referral must also be discussed with the child's parents or caregivers. The parents or 

caregivers should also be informed that services from ESIT are free. This service is required for 

children in out-of-home placement. 

3. The referral must be made no more than two working days after a concerns has been identified. 

The family may request that the referral timeline be extended beyond two days. This request 

must be documented. 

4. At the time of the pre passport staffing, or earlier if appropriate, the assigned caseworker should 

be notified that a referral was made on behalf of the child. Document this in the pre passport 

Action Plan under the Developmental Domain for the child. 

9. Reviewing available case records, previous service/placement history, and response to previous services. 

10. Making collateral contacts necessary to complete assessment. 

11. Consultation with supervisor as needed. 

12. Determine Indian child status. 

13. The caseworker must determine ethnic status of family members, complete the Indian Identity Request 

Form, DSHS 09-761, and determine whether any family members are of Limited English Proficiency 

(LEP) or are persons of sensory impairment. Interpreter services will be provided as needed by the 

family. All services subsequent to intake will also utilize interpreter services as needed. 

4240. Assessment for Transferred Cases 

4240. Assessment for Transferred Cases sarah.sanchez Wed, 08/22/2018 - 22:40  

https://www.dcyf.wa.gov/user/1
https://www.dcyf.wa.gov/node/1380
https://www.dcyf.wa.gov/node/1380
https://www.dcyf.wa.gov/user/511


The newly assigned CWS caseworker reviews the assessments completed by CPS, FRS, or another CWS unit 

upon case assignment. 

4250. Placement Out-of-Home and Conditions for 

Return Home 

4250. Placement Out-of-Home and Conditions for Return Home admin Wed, 07/25/2018 - 23:29  

Original Date: October 20, 2013 

Revised Date: October 1, 2019 

Sunset Review: October 31, 2023 

Approved by: Ross Hunter, Secretary 

 

Purpose  

Provide direction to Department of Children, Youth, and Families (DCYF) child welfare employees on: 

¶ Determining when to place a child in out-of-home care. 

¶ Providing a placement that is most aligned with the childôs best interests, and safe, stable, and least 

restrictive in close proximity to the parent and the childôs school when possible. 

¶ Identifying what conditions must change for a child to return home. 

¶ Required safety, permanency and well-being activities. 

¶ Active and reasonable efforts for timely reunification. 

Scope 

This policy applies to child welfare and Licensing Division (LD) employees. 

Laws  

RCW 13.34.020  Legislative declaration of family unit as resource to be nurturedðRights of child. 

RCW 13.34.030  Definitions 

RCW 13.34.040  Petition to court to deal with dependent childðApplication of federal Indian child welfare act. 

RCW 13.34.050  Court Order to take a child into custody, when - Hearing 

RCW 13.34.060  Shelter careðPlacementðCustodyðDuties of parties. 

RCW 13.34.067  Shelter careðCase conferenceðService agreement. 

https://www.dcyf.wa.gov/user/1
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.34.020
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.030
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.040
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.050
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.34.060
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.067


RCW 13.34.130  Order of disposition for a dependent child and placement with Relatives, foster family home, 

group care facility or other suitable person, placement of and Indian child in out-of-home care, and contact with 

siblings. 

RCW 13.34.145  Shelter careðHearingðRecommendation as to further needðRelease. 

RCW 13.34.260  Foster home placement, parental preferences and foster parent contact with birth parents 

encouraged. 

RCW 13.34.270  Child with developmental disabilityðOut-of-home placementðPermanency planning 

hearing. 

RCW 13.34.062  Shelter Care ï Notice of custody and rights 

RCW 13.34.067  Shelter careðCase conferenceðService agreement. 

RCW 13.34.130  Order of disposition for a dependent child, alternativesðPetition seeking termination of 

parent-child relationshipðPlacement with relatives, foster family home, group care facility, or other suitable 

personsðPlacement of an Indian child in out-of-home careðContact with siblings. 

RCW 13.38  Washington State Indian Child Welfare Act 

RCW 26.44  Abuse of Children 

RCW 26.44.190  Investigation of child abuse or neglect - Participation by law enforcement officer 

RCW 74.13.350  Children with developmental disabilitiesðOut-of-home placementðVoluntary placement 

agreement. 

RCW 74.14A.020  Services for emotionally disturbed and mentally ill children, potentially dependent children, 

and families-in-conflict.  

RCW 74.15.020  Definitions 

RCW 74.15.090  Licenses required for agencies. 

PL 114-95  Elementary and Secondary Act of 1965 

Multi -Ethnic Placement Act (MEPA) 1994 Interethnic Adoption Provisions of the small Business Job 

Protection Act of 1996; Section 1808: ñRemoval of Barriers to Interethnic Adoptionsò 

Policy 

1. Decision to Place  

1. If caseworkers are considering out-of-home placement for a child, they must:  

1. Discuss with a supervisor. 

2. Conduct a Family Team Decision Making (FTDM) meeting prior to placing a child in 

out-of-home care or within 72 hours of placement. 

3. Contact the tribe if a child is a member or eligible for membership in a federally 

recognized tribe from Washington state per the Indian Child Welfare (ICW) Policies and 

Procedures Chapter 5 Child Protective Services for Indian Children policies. 

http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.130
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.145
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.260
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.270
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.062
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.067
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.130
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.38
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.190
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.350
http://apps.leg.wa.gov/rcw/default.aspx?cite=74.14A.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=74.15.020
http://app.leg.wa.gov/RCW/default.aspx?cite=74.15.090
http://www.k12.wa.us/ESEA/ESSA/pubdocs/ESEAof1965.pdf
https://www.acf.hhs.gov/sites/default/files/cb/im9704.pdf
https://www.acf.hhs.gov/sites/default/files/cb/im9704.pdf
https://www.dcyf.wa.gov/1700-case-staffings/1720-family-team-decision-making-meetings
https://www.dcyf.wa.gov/node/903
https://www.dcyf.wa.gov/node/903


2. Caseworkers must seek removal of a child from the home if one of the following apply:  

1. A child is in present danger or at imminent risk of harm and the protective action plan 

cannot maintain the child safely in the home of their parent or legal guardian. 

2. A safety threat is identified for the child while in the care of their parent or legal 

guardian, and either:  

1. Reasonable efforts to prevent the placement have failed including offering or 

providing services, or removing the persons or environmental threat from the 

home rather than the child. 

2. A safety plan cannot adequately control or manage the safety threat. 

3. Law enforcement (LE) has placed a child in protective custody (PC) and 

transferred custody to DCYF with a signed Child Custody Transfer DCYF 

10.157. 

3. If a physician, administrator of a hospital, or similar institution believes a child would be in 

imminent danger if released to their parent or guardian and has placed the child on a hospital 

hold, caseworkers must follow the Hospital Hold policy. 

4. If children or youth in the placement and care authority (PCA) of DCYF, are placed in licensed 

or unlicensed care, and they are in present danger or there is a safety threat, caseworkers must 

follow the Placement Moves policy. 

5. If a biological, adopted, or guardianship child of a licensed provider is in present danger or there 

is a safety threat and legal authority is needed to remove the child:  

1. Caseworkers must contact LE to assess for PC. 

2. LD employees must contact LE or the caseworker or supervisor..    

6. Refer children with a developmental disability to Developmental Disabilities Administration 

when they are being considered for out-of-home placement and there is no alleged child abuse or 

neglect. 

2. Legal Authority  

1. Before placing a child in out-of-home care, DCYF must have legal authority to assume the PCA 

of the child, through one of the following ways:  

1. A Voluntary Placement Agreement (VPA), signed by a parent or legal guardian who has 

custody of the child when it is anticipated the child will safely return to their parents or 

legal guardians within 90 calendar days. If there is reason to believe the child is an Indian 

child, follow ICW Policies and Procedures Chapter 6 Casework Activities for Court 

Proceedings policy.    

2. A LE officer has placed the child in PC and signed the Child Custody Transfer DCYF 10-

157 form. 

3. A hospital administrator or physician has placed the child on a hospital hold and signed 

the Child Custody Transfer DCYF 10.157 form. 

4. A court entered an order in either a dependency case or Child in Need of Services 

(CHINS) case that authorized placement of the child in the care and custody of DCYF. 

5. A court order has been obtained and authorized the department to take custody of the 

child through a Motion for Order to Take Child Into Custody. 

2. If there is a safety threat to the child and the childôs safety cannot be managed in the parents or 

legal guardianôs care, caseworkers must seek legal authority for a placement even if the parent or 

legal guardian has arranged an alternate for placement beforehand.  

3. If non-parental custody is pursued by the parents, caseworkers must:  

1. Continue to assess child safety and risk of the child. 

2. Obtain legal authority for the placement if there is a safety threat to the child that cannot 

be managed in the parentôs care. 

4. Caseworkers do not provide legal advice to parents or legal guardians on non-parental custody. 

3. Placement 

Caseworkers must:  

1. Take the following steps if a child is placed in out-of-home care.  

https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/577
https://www.dcyf.wa.gov/node/578
https://www.dcyf.wa.gov/node/1302
https://www.dcyf.wa.gov/node/579
https://www.dcyf.wa.gov/node/602
https://www.dshs.wa.gov/dda
https://www.dcyf.wa.gov/node/1312
https://www.dcyf.wa.gov/node/897
https://www.dcyf.wa.gov/node/897
https://www.dcyf.wa.gov/node/602
https://www.dcyf.wa.gov/node/578
https://www.dcyf.wa.gov/node/600


1. Obtain a signed copy of the Child Custody Transfer DCYF10-157 form if LE places a 

child in PC or if the child is placed on a hospital hold, upload the signed copy in 

FamLink. 

2. Verify that the custodial and non-custodial parents know that their child has been taken 

into custody as soon as possible, and provide a completed Temporary Custody 

Notification DCYF 09-731 form. 

2. Follow the Dependency Petition Process policy to petition the court for legal authority to remove 

the child and request a shelter care hearing occur within 72-hours of the removal of the child.  

1. Children placed under PC by LE may remain in the temporary care and custody of the 

department for 72 hours, excluding Saturdays, Sundays, and holidays. 

2. When this occurs, a shelter care hearing must be held within 72 hours or the child or 

youth is returned to their parentôs care. 

3. Follow ICW Policies and Procedures when there is reason to believe the child is a member, or 

the biological child of a member and eligible for membership, in a federally recognized tribe. 

4. Follow the Limited English Proficiency (LEP) policy when a parent, legal guardian, or child has 

LEP. 

5. Notify the appropriate foreign consulate and follow the Notification to Foreign Consulate policy 

if a child is a citizen of another country and is placed in out-of-home care. 

6. Follow the Placement Moves policy if a child is being moved from one out-of-home placement 

to another. 

7. Follow the Behavioral Rehabilitation Services (BRS) policy if a child or youth has behavioral 

issues and needs a higher level of services. 

8. Follow the Placement ï Intensive Resources and Interstate Compact on the Placement of 

Children policies if out-of-state placement is being sought. 

4. Placement Setting 

Caseworkers must:  

1. Place the child with a licensed caregiver only if an approved kinship caregiver or suitable adult is 

not available. Licensed out-of-home placement includes:  

1. Licensed family foster home 

2. Licensed group care facilities 

2. Not use any secure detention facilities as a placement setting for children in out-of-home care. 

3. Contact the local office placement coordinator or placement desk to locate a licensed caregiver. 

Preferences such as family constellation, sibling relationships, ethnicity, culture, and religion 

must be considered when matching a child to a foster home. Race, color, or national origin of the 

foster parent or child must not be the basis for any delay or denial of placement. 

4. Identify kinship care or licensed placements that are:  

1. In the childôs best interest and in consideration of their safety, permanency, and well-

being needs, including:  

1. The least restrictive setting available. 

2. In close proximity to the parent. 

3. Keeping the child enrolled in the school they were attending when it is practical 

and in their best interest. If this is necessary to maintain the childôs enrollment:  

1. Conduct transportation planning. 

2. Complete and provide the School Notification DCYF 27-093 form to the 

school. 

3. Follow the Educational Services and Planning Early Childhood 

Development K-12 and Post-Secondary policy. 

4. With siblings, unless one of the exceptions described in the sibling section of this 

policy applies.     

5. Placement settings that are least likely to result in placement moves. 
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2. In accordance with ICW placement preferences  when there is reason to believe the child 

is a member, or the biological child of a member and eligible for membership, in a 

federally recognized tribe. 

3. In consideration of a placement with a previous caregiver if a child returns to out-of-

home care and:  

1. The caregiver is available, willing and able to meet the child's needs. 

2. Placement with that caregiver is in the best interest of the child. 

5. If there is a conflict about a placement setting, the childôs placement should be made based on 
what is in their best interest.  

6. Contact a designated crisis responder to request a mental health assessment if a child is placed in 

out-of-home care and requires placement in a mental health in-patient setting. 

7. Refer children and families to service providers or community resources as needed and available, 

and as court-ordered. This includes referring a child or youth with complex behavioral health 

needs for Wraparound with Intensive Services (WISe) screening per the WISe policy.   

8. Provide information to the caregivers about their right to be present and participate in court 

hearings and share important information about a child per the Notification of Court Hearings 

and Information Sharing with Out-of-Home Caregivers policy. 

5. Sibling Placements 

Caseworkers must:  

1. Place siblings together. Siblings are only placed separately when approved by the caseworkerôs 
supervisor and area administrator (AA), and at least one the following circumstances applies:  

1. A child is admitted into detention, psychiatric hospital, or a residential treatment facility 

in order to meet the childôs needs. 

2. Placement of a sibling makes another person, including their sibling, unsafe. If this 

occurs, the sibling who poses the safety concerns will be moved. 

3. A sibling with a physical, emotional, or mental condition requires specialized services in 

order to accomplish specific therapeutic goals that cannot be met in the placement with 

their siblings. If this applies, the sibling is only placed apart from their siblings until the 

therapeutic goal is accomplished. 

4. An abusive relationship between siblings exists and therapy is not effective. 

5. A suitable relative is available and placement with them is in the childôs best interest. 

6. A court order prohibits DCYF from placing siblings together. 

7. Other extraordinary circumstances that are approved by the supervisor and AA. 

2. Arrange sibling visits, if siblings are not placed together per Family Time and Siblings Visits 

policy. 

3. Determine communication between the child placed in out-of-home care and their parent per 

Outside Communication for Children in Out-of-Home Care policy. 

4. Continually assess placing siblings together if siblings are placed separately, and place together 

if the conditions requiring separation no longer apply. 

6. Kinship Care Placements 

Caseworkers must:  

1. Contact the Relative Search Unit within 30 days of out-of-home placement and follow 

Notification of Court Hearings, Providing Reports to Court, and Information Sharing with Out-

of-Home policy. The Relative Search Unit will complete the Relative Search Tracking DCYF 

10-544 form with all relatives identified. 

2. When placing with kinship caregivers, follow:  

1. Placements with Unlicensed Relatives or Suitable Persons policy. 

2. Home Study policy. 

3. Kinship Care: Searching for, Placing with, and Supporting Relatives and Suitable Other 

Person policy. 
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3. While the Relative Search Unit is searching and notifying relatives, continue to inquire and 

notify all adult relatives within 30 calendar days after the child is removed from the custody of 

the parents or legal guardian using the Relative Notification Letter DCYF15-330. 

7. Follow Licensed Foster Care and Kinship Care policy when placing with children in licensed care. 

8. Medical Information and Care 

Caseworkers must at the time of placement or as soon as possible:  

1. Obtain the childôs medical, dental, and immunization history from the childôs parents, legal 
guardians, or medical and dental providers. 

2. Provide caregivers the following:  

1. Placement Agreement DCYF 15-281 form. 

2. Voucher for Interim Pharmacy and Medial Services for Foster Children. 

3. Caregiver Authorization DCYF 10-454 and Child Information and Placement Referral 

DCYF 15-300 forms. 

4. For children birth to one year, the Infant Safe Sleep Guidelines publication. 

3. Follow Health Care Services for Children In Out of Home Care policy to ensure children receive 

routine and necessary health care. 

4. Refer to Health Care Services for Children Placed In Out-of-Home Care policy for childrenôs 

immunization information. 

5. Provide caregivers with the childôs known physical, behavioral, and dental health care history 
per the Information Sharing with Out-of-Home Care policy.   

9. Vital Statistics, e.g., Birth and Death Certificates and Social Security Cards 

Caseworkers must at the time of placement or as soon as possible thereafter:  

1. Obtain a copy of each childôs birth certificate and SS number or card from parents or legal 

guardians. 

2. If parents or legal guardians do not have or refuse to give the childôs birth certificate or SS card, 
take the following steps for:  

1. Birth Certificates  

1. For in-state birth certificates, request a certified copy at the DOH website. Follow 

regional protocols to pay for vital statistics records. 

2. For out-of-state birth certificates, follow the individual stateôs protocol. To pay 

for out-of-state vital statistic records complete the following:  

1. Verify the fee required and the address of the stateôs vital statistics agency. 

2. Provide the following information to the supervisor:  

1. The type of record or information requested. 

2. The amount needed to pay for the record. 

3. The name and case number of the individual for whom the record 

is requested, if applicable. 

4. The DCYF address to which the vital statistics agency should mail 

the record. 

3. Obtain written approval from the supervisor. 

3. For out-of-country birth certificates, ask the U.S. embassy or foreign consulate in 

the birth country to determine where official birth records are kept and how to 

apply for a birth certificate. 

2. SS Cards  

1. If the child does not have a SS number or card, cards may be obtained through the 

Social Security Administration (SSA). Submit to the local Social Security Office 

the following:  

1. A completed SSA application. 

2. An original certified birth certificate. 

3. A certified and embossed current court order showing the childôs full 
name, date of birth, and DCYF placement and care authority. 
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4. An original and signed medical statement showing the childôs full name 
and date of birth, e.g., ñThe child was last seen on date for a well-child 

exam.ò 

2. Verify efforts to locate a SS card are exhausted before ordering a new card 

because SSA limits the number of cards issued in a lifetime. 

3. Review state vital records registry using read-only access to electronic records from Department 

of Health (DOH) to verify the childôs birth certificate.  

1. The registry may be used to verify death, marriage, and divorce certificates. 

2. Information in the registry cannot be provided externally via screenshots or printouts as 

verification of birth, death, marriage, divorce or for school enrollment purposes. 

4. Provide licensed and unlicensed caregivers with the childôs SSN and a copy of the childôs birth 

certificate as soon as this information is obtained. 

10. Conditions for return home must be identified when a child is placed in out-of-home care or when 

updating a Comprehensive Family Evaluation (CFE). Conditions for Return Home are defined as what 

must happen for a child to return to their parent or legal guardian. Conditions are not based on the 

completion of a case plan. 

11. Safety, Permanency and Well-Being Activities 

Caseworkers must:  

1. Complete a safety assessment at key points in the case, per the Safety Assessment policy. 

2. Complete the Concurrent TANF Benefits/Family Reunification Notice of Removal from TANF 

Home form DCYF 15-362 within seven calendar days of a child placed in out-of-home care per 

Concurrent TANF Benefits policy. 

3. Refer children who are expected to remain in the care and custody of DCYF for 30 or more days 

to a Child Health and Education Tracking (CHET) screen. The referral must be made 

immediately after initial placement to ensure the CHET screen is completed within 30 days of 

the childôs original placement date (OPD). 

4. Refer the children, youth, and families to service providers or community resources as needed, 

available, and as court-ordered. This includes referring children or youth with complex 

behavioral health needs for a Wraparound with Intensive Services (WISe) screen, per WISe 

policy. 

5. Complete a Family Assessment within 45 days of Family Voluntary Services or Child Family 

Welfare Services case assignment. 

6. Follow Health and Safety Visits with Children and Monthly Visits with Caregivers and Parents 

policy. 

7. Coordinate visits between parents and siblings per Family Time and Sibling and Relative Visits 

policy. 

8. Follow Outside Communication for Children in Out-of-Home Care policy. 

9. Make active and reasonable efforts to reunify the family. 

10. Make active and reasonable efforts to achieve timely permanency, including identifying the 

childôs permanent plan within 60 calendar days of OPD. 

11. Verify a copy of dependent children's birth certificates and SS numbers are in the case record. 

12. Documentation 

Caseworkers must document:  

1. Childrenôs placements in out-of-home care in FamLink within three calendar days of placement. 

2. In an ICW specific case note in FamLink, document efforts  taken to discuss placement 

preference with the parents and the tribe when there is reason to believe the child is a member, or 

is the biological child of a member and eligible for membership in a federally recognized child 

per Chapter 7 Indian Child Welfare Policies and Procedures. 

3. The following information in FamLink.  

1. Reasonableefforts to prevent the removal or to reunify the family, including a description 

of the services that were offered or provided. If there is reason to believe the child is a 

member, or the biological child of a member and eligible for membership, in a federally 
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recognized tribe, describe the active efforts made to prevent removal or to reunify the 

family, including a description of the services that were offered or provided. 

2. Reasons why the child was placed in out-of-home care. 

3. Efforts to support the child in placement. 

4. Childôs routine and special needs related to their:  

1. Safety 

2. Mental health status 

3. Medical status 

4. Culture 

5. Education 

6. Religion 

4. Efforts to place siblings together, including:  

1. Document exceptions or other reasons siblings are being placed apart as it applies to each 

child on the Sibling Visit Details tab in the FamLink Visit Plan page. 

2. Print a copy of the Sibling Visit Details tab in the FamLink Visit Page; obtain approval 

signatures from the supervisor and AA. 

3. Upload approved Sibling Visit Details document in FamLink. . 

5. The conditions for return home, and reasonable efforts to reunify the family in the safety 

assessment or FamLink case note. 

6. The completed CIPR DCYF 15-300 form was provided to the caregiver by uploading into 

FamLink by either a:  

1. Signed and dated copy of the form. 

2. Copy of the email sending the completed form to the caregiver. 

Forms 

¶ Background Check Authorization DCYF 09-653 

¶ Child Information and Placement Referral form DCYF 15-300 

¶ Concurrent TANF Benefits/Family Reunification Notice of Removal from TANF Home form DCYF 

15-362 

¶ Infant Safe Sleep Guidelines 

¶ School Notification Form DCYF 27-093 

On the DCYF Intranet 

¶ Child Custody Transfer DCYF 10-157 

¶ Consent DCYF 09-412 

¶ CPS Temporary Custody Notification DCYF 09-731 

¶ Notification to Parents DCYF16-219 

¶ Relative Notification Letter DCYF15-330 

4254. Family Time and Sibling and Relative Visits 

4254. Family Time and Sibling and Relative Visits admin Wed, 07/25/2018 - 23:31  

Original Date: July 26, 2008 

Revised Date: October 31, 2019 

Sunset Review: October 31, 2023 
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Purpose  

To provide guidance on how to arrange and monitor consistent and frequent family time, when children and 

parents are visiting or when children are visiting with family members. Family time and visits must have the 

proper level of supervision to ensure child safety and to move toward permanency. Family time and relative 

visitation plans should be developed timely and occur in the least restrictive setting based on risk factors, 

existing danger, safety threats, and protective factors. 

Scope 

This policy applies to child welfare caseworkers. 

Laws 

RCW 9.94A.030  Definitions 

RCW 13.34.025  Child dependency cases, Coordination of services and Remedial services 

RCW 13.34.065  Shelter Care Hearing 

RCW 13.34.130  Order of Disposition for a Dependent Child, Alternatives 

RCW 13.34.136  Permanency Plan of Care 

RCW 13.34.200  Order Terminating Parent and Child Relationship 

RCW 13.38.040  Definitions 

Policy 

1. Family Time  

1. Family time provides the parents and children time to interact. Family time must meet the 

visitation requirements in chapter 13.34 RCW. 

2. Family time must be face-to-face, which includes parents who are incarcerated:  

1. If extenuating circumstances exist, which include but are not limited to threats to child 

safety, inclement weather affecting safe travel, illness, and distance. 

2. Other forms of approved family time when extenuating circumstances exist or to 

supplement face-to-face family time includes, but are not limited to:  

1. Telephone contact. 

2. Electronic contact through video chat or email. 

3. Efforts must be made to hold an initial family time within 72 hours of the childôs initial out-of-

home placement and no later than five calendar days from initial out-of-home placement or 

signing of a Voluntary Placement Agreement (VPA), unless there are documented safety 

concerns prohibiting the visit. 

4. Family time must be in the least restrictive setting and unsupervised unless the presence of 

threats and danger to the child requires the constant presence of an adult to ensure the safety of 

the child.  Decisions about whether family time is unsupervised, monitored, or supervised must 

consider all of the following:  

1. Risk factors 

2. Present danger 

3. Safety threats 

4. Protective factors demonstrated by the parent 
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5. Family time must be supervised when any of the following conditions exist and the physical, 

psychological, or emotional safety of the child requires the constant presence of an adult who can 

safely supervise the family time:  

1. The allegations of abuse or neglect of the child resulted in injuries requiring medical 

treatment, evaluation, or assessment. This includes physical abuse, sexual abuse, and 

neglect. 

2. There is an allegation that the child was sexually abused. 

3. The abuse appears to be deliberate or premeditated. 

4. The allegations of abuse included multiple victims. 

5. The parent can provide no plausible explanation for the childôs injury. 

6. The child expresses or demonstrates extreme fear of their parent. 

7. The parentôs view of their child is bizarre or unusual to the degree that what they say, 
about or to the child, causes emotional or psychological harm. Examples include the 

parentôs belief that the child is possessed or is a threat to the parent. 

8. There is an active law enforcement investigation of the abuse or neglect. 

9. The parent is unable to provide the basic care required for a child based on the childôs 
development, special need, or disability. 

10. The parent may flee with the child. 

6. Family Time Plans will be developed in consultation with all the following:  

1. Parent 

2. Youth 14 years and older 

3. Out-of-home caregiver 

4. Court Appointed Special Advocate (CASA) or Guardian Ad Litem (GAL) 

5. The childôs attorney, if appointed 

6. Tribal worker, as applicable 

7. Any other people identified by the parent 

7. Family Time Plans must be:  

1. Completed in FamLink using the Visit Plan icon located under Treatment Planning. 

Select ñparent/child visitò for family time or ñsibling visitsò as applicable. 

2. Provided to the parent and dependency court. If family time is supervised or monitored 

family time, clearly state the reason for the level of supervision necessary to keep the 

child safe in the plan. 

8. Develop an initial family time plan at the first Family Team Decision Making meeting (FTDM), 

when placement is being considered or a child is in a court-ordered placement (licensed or 

unlicensed). The family time plan is effective for up to 60 calendar days from the childôs initial 

placement. 

9. Review the initial family time plan at the shared planning meeting held after shelter care and no 

later than 30 calendar days prior to the scheduled fact finding hearing per shared planning 

meeting policy. 

10. Develop the family time plan at the time the VPA is signed and the child is placed pursuant to a 

VPA. 

11. Ongoing reassessment of risk and safety and review of family time plans will occur until the 

child returns home or permanency is achieved.  

1. Family time plans will be reviewed at all shared planning meetings and monthly 

supervisory case reviews. 

2. If the court orders a psychosexual evaluation for a parent and the family time plan is 

reassessed because of the evaluation, the court must approve the plan as it relates to 

duration, level of supervision, and location of family time. 

3. Concerted efforts must be made to consult with law enforcement before recommending 

changes to family time or sibling visits when a parent or sibling has been identified as a 

suspect in an active criminal investigation for a violent crime that may impact child 

safety in relation to family time or sibling visits. 

https://www.dcyf.wa.gov/node/585
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4. Consult with the assistant attorney general (AAG) before sharing any information 

received from law enforcement about the parent or sibling suspect or investigation. 

5. The caseworker will observe at least one family time per quarter which will meet that 

monthôs health and safety requirement, as long as the other requirements of a health and 

safety visit are met. Individual conversations between the caseworker and child or parent 

may occur before or after the family time. 

6. If family time needs to be rescheduled, all participants must be notified. 

12. Family time can only be limited or terminated to protect the childôs safety, health, or well-being. 

Family time cannot be:  

1. Limited due to the parentôs lack of compliance with dependency court orders or failure to 
participate in services. 

2. Denied based on the parentôs incarceration. 

13. Family time will be discontinued if parental rights are terminated or relinquished. 

2. Sibling visits  

1. Children placed apart from their siblings will have two or more face-to-face visits or contacts per 

month, unless there is an approved exception, as listed in procedures (3.). 

2. Additional approved forms of sibling contact are encouraged to support and maintain sibling 

relationships. Approved forms of contact include, but are not limited to:  

1. Telephone contact. 

2. Electronic contact through video chat or email. 

3. Ongoing visitation is encouraged to promote and maintain the continuity of sibling relationships 

that existed prior to placement. This includes siblings who:  

1. Remained in the home at the time of removal. 

2. Aged out of foster care. 

3. Returned home. 

4. Are placed with a non-custodial parent. 

5. Lived part-time in the home at the time of the siblingôs removal. 

4. Sibling contact during family time meets the requirement for a sibling visit. 

5. Shared planning meetings or court events do not meet the requirement for a sibling visit. 

6. The first sibling visit must occur as soon as possible after placement. 

7. Sibling visits will continue after a parentôs rights are terminated or relinquished unless an 
approved exception applies. 

8. Sibling visits cannot be limited or used as a sanction for a childôs behavior or as an incentive to 

change a childôs behavior. 

9. Sibling visit plans will be developed within 14 calendar days and in consultation with the out-of-

home caregiver and child, when developmentally appropriate, unless an approved exception 

applies. 

3. Other Relative Visits  

1. Determine if any relative is awarded court-ordered visitation with a child in the care and custody 

of the Department of Children, Youth, and Families (DCYF).  

2. If a relative is awarded court-ordered visitation, the caseworker must:  

1. Obtain a copy of the visitation orders by either:  

1. Asking the relative for a copy. 

2. Asking the parent for a copy. 

3. Contacting the county where the court orders were established. 

2. Identify the court ordered visitation participants, frequency, duration, and location of 

visits. 

3. Consult with the AAG regarding DCYFôs responsibility to comply with the court order. 

4. Confirm that visitation participants meet the requirements of the DCYF background 

check policy. Consult with the AAG to determine options when the participant does not 

meet background check policy. 
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3. If a relative seeks court-ordered visitation after the child is placed in the care and custody of 

DCYF, the caseworker must:  

1. Consult with the AAG to determine options when a relative petitions the court for 

visitation during out-of-home placement. 

2. Verify the relative meets background check requirements and consult with the AAG 

when a relative does not pass a background check. 

Procedures 

1. To complete the family time plan the caseworker must:  

1. Determine whether family time will be unsupervised, monitored, or supervised. 

Types of family time include:  

1. Unsupervised which requires parents to:  

1. Be able to demonstrate the willingness and ability to safely care for the child for 

the duration of the family time. 

2. Be the primary caregivers. 

3. Protect the child from any safety threats. 

2. Monitored which requires parents to be the primary caregiver during family time, while 

an approved adult is available to periodically observe and intervene if needed. The parent 

must demonstrate the willingness and ability to manage any safety threats and safely care 

for the child during family time. 

3. Supervised which requires an approved adult to maintain line of sight and sound 

supervision and intervene if needed. 

4. For monitored or supervised family times, if approved by DCYF the parentôs natural 
supports can act as monitors or supervisors before considering paid providers or 

caseworkers. 

2. Develop a written family time plan that includes the level of supervision, location, frequency, 

duration, transportation, and any other necessary details. 

The location and scheduling of family time must be:  

1. In the least restrictive setting with consideration given to the parent and childôs schedules 
and culture. 

2. In the childôs community whenever possible. 

3. In an age appropriate setting that supports safety of the child. 

4. At the DCYF office when needed to protect the childôs safety or when support before or 
during family time is needed. 

3. Determine who may participate or supervise family time by:  

1. Completing a background check request and FamLink check for any visit participant 16 

years or older, per the Background Check policy. This includes family supports who are 

available to monitor, supervise, or transport the child for family time. 

2. Obtaining supervisor approval before allowing contact between the child and a parent 

who is a perpetrator in serious physical or sexual abuse cases. 

4. Verify all non-contracted persons supervising or monitoring family time, or transporting children 

meet the following criteria:  

1. Approved background and FamLink checks per the background check policy. 

2. Valid driverôs license if transporting. The transportation vehicle must be registered, 
insured, and equipped with approved child restraints, e.g., car seat, lap, and shoulder 

belts. 

3. Willing and able to intervene to keep the child safe. 

4. Able to prioritize the safety and well-being of the child. 

5. Willing and able to enforce visit rules, court orders, limitations, and activities. 

6. Maintain confidentiality. 
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7. Report observations during visits and transports to the caseworker, e.g., behaviors, 

interactions, and concerns. 

5. Review family time plans at all shared planning meetings and monthly supervisory case reviews 

and assess the following:  

1. Changes needed in the level of supervision based on risk factors or safety threats and 

safety planning. 

2. Changes in permanency plan or legal status. 

3. Changes in the well-being of the child. 

4. Progress and compliance with services and any impacts on risk, changes to the family 

time plan to increase the frequency and move to unsupervised, if not already occurring, 

within a minimum of 90 calendar days of a proposed trial return home. 

5. Recommendations to limit or terminate family time when one or more of the following 

conditions occur:  

1. Therapist recommends decreasing or suspending family time due to harm to the 

child. 

2. The child is at risk of physical or emotional harm due to the family time. 

3. The childôs educational progress is negatively impacted by the duration and 
frequency of family time during school hours. 

4. The supervisor or monitor of family time is threatened. 

5. The parent appears to be under the influence of substances. The family time may 

be stopped immediately but may resume after review of the family time plan. 

6. Prior to changing a family time plan:  

1. Review recommended changes with the parent, youth age 14 and older, caregiver, and 

supervisor. 

2. Inform the AAG of recommended changes. 

3. Inform the court of any changes in the family time plan in dependency cases.  

1. A court hearing is required prior to changing the family time plan, unless the 

childôs safety is jeopardized or the court order allows changes to the plan without 

a hearing. 

2. If a court has ordered family time to occur and it will not occur as ordered, 

contact the AAG immediately to determine if an emergency hearing is needed. 

7. Create a referral for all supervised and monitored family time, paid or unpaid, in FamLink. 

8. Review the family time referral every six months. If supervised or monitored are continuing, 

update the referral in FamLink and resubmit the reauthorization for supervisor approval.  

1. The referral for supervised or monitored family time must include an explanation of:  

1. Why family time cannot be unsupervised. 

2. Why family time is not being supervised by a non-contracted provider, if using a 

paid provider. 

3. Any continued risk factors or safety threats to the child. 

9. Document in FamLink:  

1. Efforts made to consult with law enforcement regarding changes to family time or sibling 

visits when a parent or sibling has been identified as a suspect in an active criminal 

investigation for a violent crime that may impact child safety in relation to family time. 

2. Consultation with the AAG prior to the dissemination of any information about the parent 

or sibling suspect shared by law enforcement. 

3. Visit Plans for each child including:  

1. Family time, with visit type ñparent/child visitò. 

2. Sibling visits, as applicable. 

4. Family time occurrences in a case note and include the following:  

1. Date, time, and location of family time 

2. Participants in the family time 

3. Form of contact, e.g., face-to-face, in-person, video chat, or email 

https://www.dcyf.wa.gov/node/585


4. Use one or more of the following types:  

1. Visit-Supervised 

2. Visit-SW Parent (Father) 

3. Visit-SW Parent (Mother) 

4. Visit-SW Parent (Mother/Father) 

5. Visit-Unsupervised 

6. Visit-With Sibling 

7. Visit-Cancelled-No Make Up Required 

8. Visit-Did not occur. No Show 

9. Visit-Monitored 

5. When family time includes a sibling, use both family time and sibling visit case 

note types to record the visit. 

6. Upload reports from contractors or approved natural supports into file upload. 

2. To conduct sibling visits the caseworker must:  

1. Develop a written plan that includes the level of supervision, location, frequency, duration, 

transportation, and any other necessary details. 

2. Determine the level of supervision and necessity for sibling visits based on:  

1. Age of the children. 

2. Children's perspective and input for youth 14 and over. 

3. Best interests of the children, including safety, health, and well-being. 

3. Review the sibling visit plan with case participants when there is:  

1. An increase or decrease in safety threats. 

2. A change in circumstances which causes an approved exception to apply and obtain 

supervisor approval when an exception applies. 

3. A change in circumstances when the reason for the exception no longer exists. 

4. A change in the well-being of the child. 

4. Review the sibling visit plan and any recommended changes:  

1. During all shared planning meetings and monthly supervisory case reviews. 

2. During monthly health and safety and caregiver visits. 

5. Document in FamLink:  

1. A visit plan for each child. 

2. All sibling visits or contacts in a case note including the following:  

1. Date, time, and location of visit. 

2. Participants in the visit. 

3. Type of contact, e.g., in-person visit, phone call, video chat, or email. 

3. Use the following case note type:  

1. Visit-with siblings 

2. Use both family time and sibling visit case note types when it includes the child's 

parent and sibling. 

4. Upload reports from contractors and approved natural supports into File Upload. 

3. Exceptions for Sibling Visits  

1. When sibling visits are not occurring, the approved exception or reason must be documented and 

approved by the caseworker's supervisor. Approved exceptions are:  

1. A court order prevents or limits visits or contacts. 

2. DCYF determines visits or contacts are contrary to the child's health, safety, or well-

being. 

3. DCYF determines visits or contacts will hinder reunification efforts. 

4. Child or sibling are developmentally able to determine their needs for sibling contact and 

request that contact occur less than two times per month, or not at all. 

5. Parent of a non-dependent sibling objects to or wishes to limit visits or contacts with the 

dependent sibling. 



6. The facility where the child or sibling resides prohibits or limits visits or contacts with 

siblings, e.g., during an intake period at an in-patient facilities. 

7. Child is on the run from their placement for a majority of the calendar month. 

8. Child is not complying with visitation arrangements. 

2. Document for all exceptions or other reasons siblings are not having visits or contacts in the 

Sibling or Incarcerated Parent Visit Details tab on the Visit Plan and Referral page and obtain 

supervisor approval in FamLink. 

Forms 

Child Specific Caregiver Notification DCYF 15-450 

Family Time/Sibling Visit Report DCYF 15-448 

Missed and No Show Report Family Time/Sibling Visit DCYF 15-451 

Monitoring Review Report ï On-Site Visit DCYF 15-462 

Provider Notification of Family Time/Sibling Visit Transport Schedule Initial Intake Screening Report DCYF 

15-363B 

Sibling Visit Report DCYF 15-452 

Unusual Incident Report DCYF 15-454 

Visit Plan DCYF 15-209C 

Resources 

Caregiver Tip Sheet DCYF 22-1714 

Caseworker Tip Sheet DCYF 22-1716 

Child Safety Framework (located on the Child Safety Framework DCYF intranet page) 

Parent Tip Sheet DCYF 22-1715 

Present Danger Guide (located on the Child Safety Framework DCYF intranet page) 

Protective Action Guide (located on the Child Safety Framework DCYF intranet page) 

Safety Plan Analysis Guide (located on the Child Safety Framework DCYF intranet page) 

Safety Threats Guide (located on the Child Safety Framework DCYF intranet page) 

Safety Threshold Guide (located on the Child Safety Framework DCYF intranet page) 
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https://www.dcyf.wa.gov/forms?field_number_value=15-450&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-448&title=
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https://www.dcyf.wa.gov/user/511


Orig inal Date:       

Revised Date: October 1, 2019 

Sunset Review: October 31, 2023 

Approved by: Ross Hunter, Secretary 

 

Purpose 

Provide direction to Department of Child, Youth & Families (DCYF) child welfare employees about children in 

DCYF care and custody currently placed in out-of-home care and:   

¶ Identifying when it is necessary for a move to a different out-of-home placement. 

¶ Notifying current kinship and licensed caregivers about a childôs prospective move. 

Scope 

This policy applies to DCYF child welfare and Licensing Division (LD) employees.    

Laws 

RCW 13.34.050  Court order to take child into custody, whenðHearing. 

RCW 13.34.130  Order of disposition for a dependent child, alternativesðPetition seeking termination of 

parent-child relationshipðPlacement with relatives, foster family home, group care facility, or other suitable 

personsðPlacement of an Indian child in out-of-home careðContact with siblings. 

RCW 13.34.150  Modification of orders. 

RCW 26.44.056  Protective detention or custody of abused childðReasonable causeðNoticeðTime limitsð

Monitoring planðLiability.  

RCW 74.15.030  Powers and duties of secretary 

RCW 74.13.300  Enforcement actionðDefinition 

42 U.S.C. 671  State plan for foster care and adoption assistance 

Policy 

1. Child welfare employees must attempt to minimize placement moves for children in out-of-home care. 

2. When determining if a child should be moved, child welfare employees must consider the childôs safety, 
permanency needs, and what is in their best interest. 

3. Determining when to move a child in the care and custody of DCYF:  

1. Present danger or safety threat  

1. Child welfare employees must seek removal of a child from an out-of-home placement if 

they determine the childôs placement poses a present danger or safety threat to the child. 

2. LD  

http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.050
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.130
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.150
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.056
http://app.leg.wa.gov/RCW/default.aspx?cite=74.15.030
http://app.leg.wa.gov/RCW/default.aspx?cite=74.15.300
https://www.law.cornell.edu/uscode/text/42/671


1. LD CPS investigators must notify their supervisor when a child is in present 

danger, there is a safety threat, or their safety is in jeopardy per RCW 

74.15.010.The LD CPS supervisor must immediately contact the assigned 

caseworkerôs supervisor once they receive notification of the safety concern and 

are recommending the child to be removed. 

2. If LD and caseworkers disagree about removing the child, LD and child welfare 

employees must follow the chain of command up to the Licensing and Field 

Operations assistant secretaries for review. The Field Operations assistant 

secretary will determine placement of the child. 

2. Caseworkers must seek removal of a child if a caregiverôs home study is not approved per 

Placements with Unlicensed Relatives or Suitable Person policy. 

3. Founded Finding in a Foster Home 

If child welfare employees, the private agency, or a tribe asks LD to maintain the license of a 

foster home or group care provider after the provider receives a founded finding of child abuse or 

neglect:  

1. LD can only continue the license if it is within the Adoption and Safe Families Act 

(ASFA) guidelines per 42 U.S.C. 671. This does not include tribe-licensed homes or 

facilities. 

2. The LD area administrator (AA) must consult ASFA guidelines for corrective action 

plans and continuation of foster care licenses. 

3. The child welfare regional administrator (RA) and the LD senior administrator must 

review the case with the director of field operations before caseworkersô process adoption 

consents or agreement to a plan of guardianship if a child remains with a caregiver or in a 

facility with a founded finding for child abuse or neglect (CA/N) or where LD believes 

revocation is necessary. 

4. Revoked Foster Home License 

If LD revokes the license and children in DCYF care and custody are presently in the home, the 

LD AA must:  

1. Notify the child welfare AA and the private agency or tribal social service agency, when 

applicable. 

2. Conduct a joint staffing with child welfare employees to discuss the issues and concerns, 

and the childôs safety and permanency. Child welfare employees will determine 

placement of the child. 

4. Prior to Moving a Child 

Caseworkers must:  

1. Offer or provide services, e.g., respite, Family Preservation Services (FPS) or evidence based 

practices (EBP), or Wraparound with Intensive Services (WISe) that can support the child 

remaining in the home if:  

1. The placement does not pose a present danger or a safety threat, and 

2. DCYF is considering moving a child or the caregiver is asking for the child to be 

moved.   

2. Consult their supervisor regarding recommendations to move a child before making a decision to 

remove a child. 

3. Conduct a Family Team Decision Making (FTDM) meeting prior to an out-of-home placement 

move, or within 72-hours of the move if an immediate safety threat warrants removal before an 

FTDM meeting can occur. 

5. Moving a Child  

1. Caseworkers must:  

1. Follow Indian Child Welfare (ICW) Policies and Procedures when there is reason to 

know any one of the following:  

1. The child is a member of a federally recognized tribe. 

https://app.leg.wa.gov/RCW/default.aspx?cite=74.15.010
https://app.leg.wa.gov/RCW/default.aspx?cite=74.15.010
https://www.dcyf.wa.gov/node/1363
https://www.law.cornell.edu/uscode/text/42/671
https://www.law.cornell.edu/uscode/text/42/671
https://www.dcyf.wa.gov/node/1346
https://www.dcyf.wa.gov/node/1344
https://www.dcyf.wa.gov/node/1376
https://www.dcyf.wa.gov/node/586
https://www.dcyf.wa.gov/node/870


2. The child is eligible for membership and is the biological child of a member of a 

federally recognized tribe. 

3. The juvenile court has found that Indian Child Welfare Act (ICWA) applies. 

2. Reconsider placing the child with full or half-siblings according to Placement Out-of-

Home and Conditions for Return Home policy. 

3. Contact the Relative Search Unit whenever a relative search is needed and follow the 

Kinship Care: Searching for, Placing with, and Supporting Relatives and Suitable Other 

Person policy. The Relative Search Unit will complete the Relative Search Tracking 

DCYF 10-544 form with all relatives identified. 

4. Follow the Licensed Foster Parents and Licensed Kinship Caregivers: Placement and 

Support policy if a child moves to a new licensed placement. 

5. Follow Placement - Intensive Resources and ICPC policies if a child is moved out of 

state. 

2. Follow Behavior Rehabilitation Services (BRS) policy if a child or youth is receiving BRS and 

coordinate moving the child or youth with the regional BRS program manager. 

6. Notification to Caregivers  

1. If a child has lived in the same foster or kinship family home for at least 90 calendar days, the 

caseworker, or LD employees if agreed to in writing, must notify caregivers at least five days 

prior to moving a child using Five-Day Notice to Move DCYF 27-082 unless:  

1. A court order requires an immediate change in placement. 

2. The child is being returned home. 

3. The childôs safety is in jeopardy. 

4. The child is residing in a receiving home or group home. 

2. If a child has not lived in the same foster or kinship family home for at least 90 consecutive days, 

or one of the circumstances in 6. a. 1- 4 applies and it is not possible to provide five daysô 

notification, then the caseworker must notify the foster family of the childôs impending move as 

soon as reasonably possible. 

3. If LD recommends moving a child from placement, the assigned caseworker must inform the 

licensed provider of the childôs move as soon as possible unless the LD employee has agreed to 

do so. 

7. Documentation 

Caseworkers must:  

1. Document in FamLink a childôs move within three business days of a child moving. 

2. Describe the following information in FamLink.  

1. Efforts to prevent the placement move and reasons why the child was moved. 

2. Childôs routine and special needs related to their:  

1. Safety 

2. Psychological well-being 

3. Physical and behavioral health care 

4. Culture 

5. Education 

6. Religious affiliation 

3. Efforts to place siblings together. 

3. Document in an ICW specific case note, efforts taken to find placement consistent with 

placement preferences when there is reason to believe the child is a member, or the biological 

child of a member and eligible for membership, in a federally recognized child according to 

Chapter 7: Indian Child Placement Preferences and Relative Search in Indian Child Welfare 

Policies and Procedures. 

Forms 

Five-Day Notice to Move DCYF 27-082 (located on the DCYF CA intranet) 

https://www.dcyf.wa.gov/4000-child-welfare-services/4250-placement-out-home-and-conditions-return-home
https://www.dcyf.wa.gov/4000-child-welfare-services/4250-placement-out-home-and-conditions-return-home
mailto:CArelativesearch@dcyf.wa.gov
https://www.dcyf.wa.gov/node/1362
https://www.dcyf.wa.gov/node/1362
https://www.dcyf.wa.gov/node/1361
https://www.dcyf.wa.gov/node/1361
https://www.dcyf.wa.gov/node/1370
https://www.dcyf.wa.gov/node/1408
https://www.dcyf.wa.gov/node/1368
https://www.dcyf.wa.gov/node/927
https://www.dcyf.wa.gov/node/927


Relative Search Tracking DCYF 10-544 (located on the DCYF CA intranet) 
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Original Date: February 15, 1998  

Revised Date: April 21, 2020 

Sunset Review Date: April 21, 2024 

Approved by: Jody Becker, Deputy Secretary 

 

Purpose 

The purpose of this policy is to provide guidance to Department of Children, Youth, and Families (DCYF) 

employees on how foster care reimbursement rates are determined for children and youth placed with licensed 

caregivers, up to 21 years old if enrolled in Extended Foster Care (EFC). 

Scope 

This policy applies to child welfare employees. 

Laws 

RCW 74.13.031 Duties of department - Child welfare services - Children's services advisory committee 

45 CFR §1356.21 Foster care maintenance payments program implementation requirements 

Policy 

1. The Financial and Business Services Division will complete an economic analysis every four years to 

determine the basic foster care maintenance payment, per 45 CFR §1356.21. 

2. DCYF must use a standardized assessment tool, i.e., foster care rate assessment (FCRA), to determine 

the rates that will be reimbursed to licensed caregivers on behalf of children or youth placed with them 

in out-of-home care. The rates determined by the tool are based on the needs of the children or youth 

and the licensed caregiversô abilities and time required to meet the children or youthôs needs, per WAC 

110-50-0440. 

3. For Interstate Compact and Placement of Children (ICPC) cases, during the time the child is placed out-

of-state, DCYF will:  

1. Not complete FCRAs, unless Washington rates are being used. 

2. Reimburse the receiving state at Washington stateôs foster care rate only when it is in the best 

interest of the children or youth and approved by the regional administrators or designees. 

4. Foster care rate assessors must:  

1. Complete the FCRA in-person or telephonically with the licensed caregivers:  

https://www.dcyf.wa.gov/user/511
https://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
https://ecfr.io/title-45/pt45.4.1356
https://ecfr.io/title-45/pt45.4.1356
https://apps.leg.wa.gov/WAC/default.aspx?cite=110-50-0440
https://apps.leg.wa.gov/WAC/default.aspx?cite=110-50-0440


1. Within 30 days of the children or youthôs placements in licensed homes. 

2. At least every six months after the first assessments. If rate assessors learn cases are 

being negotiated for adoption support or the Relative Guardianship Assistance Program 

(R-GAP):  

1. Ask the caregivers to determine if they want a new rate assessment. 

2. Document in case notes if the caregivers decline. 

3. When there are significant changes in:  

1. Circumstances for the children or youth; or 

2. The licensed caregiversô abilities or time required to meet the children or youthôs 
needs. 

4. Within 30 days of kinship caregivers becoming licensed. 

2. Coordinate with tribes to determine who will complete the FCRAs when tribes have legal 

jurisdiction. 

3. Gather additional information on the children or youthôs needs from the case files, FamLink, or 
caseworkers to verify the information provided by the caregivers when completing FCRAs in 

one or more of the following areas:  

1. Court reports 

2. Health and safety case notes 

3. Health or Mental Health FamLink pages; 

4. Child specific reports, including, but not limited to:  

1. Child Health and Education Tracking Screening Reports 

2. Psychological reports 

3. Medical reports 

4. Counseling reports 

5. Caseworker interviews regarding the children or youthôs needs. 

4. Notify licensed caregivers in writing using the Foster Care Rate Assessment Determination 

DCYF 15-502 form once rates have been determined. Letters must include:  

1. Reimbursement rates 

2. Notice of caregiversô rights for a review if they do not agree 

3. Information on how to request reviews 

5. Document the outcomes of the FCRAs, including information gathered to determine the rates, in 

case notes in FamLink and select:  

1. Category: Rate Assessment 

2. Type: Contact 

3. Activity: Rate Assessment 

5. When licensed caregivers submit written requests for DCYF to review the foster care reimbursement 

rates, a regional administrator or designee, who has not previously administered the FCRA tool for the 

licensed caregivers, must:  

1. Review the request within 10 calendar days. 

2. Confirm that DCYF received the written review request within 20 calendar days of the date on 

the Foster Care Rate Assessment Determination DCYF 15-502 form. 

3. Verify the request:  

1. Includes statements explaining why the licensed caregivers believe the rates are incorrect. 

2. Were sent to the individual identified in the Foster Care Rate Assessment Determination 

DCYF 15-502 form that informed the licensed caregiver of the assessed rate. 

4. Consider whether:  

1. The FCRA was jointly completed in-person or telephonically with the foster care rate 

assessor and licensed caregiver. 

2. The information discussed while completing the FCRA was accurately documented. 

3. The FCRA system was functioning properly in calculating the rate and providing the 

written report. 



4. Any additional information provided by the licensed caregiver is relevant to the assessed 

rate. 

5. Notify the licensed caregiver of the result of the review in writing on the Foster Care Rate 

Assessment Determination Review DCYF 15-503 form, indicating:  

1. Determination:  

1. Agrees to adjust the rate; or 

2. Disagrees and the rate will be upheld. 

2. Information on how to request an administrative hearing through the Office of 

Administrative Hearings. Licensed caregivers do not have the right to request an 

administrative hearing to challenge or dispute the established rates of the foster care 

program or to challenge the foster care rate assessment standardized form or program. 

6. Fiduciaries must terminate the FCRA reimbursement on the day children or youth leave the licensed 

caregiverôs homes when:  

1. Children or youth no longer need foster care. 

2. Children or youth no longer reside at the licensed caregiverôs homes. 

3. Children or youth reach the age of 18 years old and the dependencies are dismissed. 

4. EFC youth reach 21 years old and the dependencies are dismissed. 

5. Voluntary Placement Agreements are revoked. 

Forms  

Foster Care Rate Assessment Determination DCYF 15-502 (located in the Forms repository on the DCYF 

intranet) 

Foster Care Rate Assessment Review DCYF 15-503 (located in the Forms repository on the DCYF intranet) 

4270. Department of Corrections Confinement 

Alternatives 
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Purpose  

Department of Children, Youth, and Families (DCYF) families applying or participating in the Family and 

Offender Supervision Alternative Programs (FOSA) and the Community Parenting Alternative (CPA) are 

supported through case coordination and collaboration with Department of Corrections (DOC). 

Laws 

RCW 9.94A - Sentencing Reform Act of 1981 

Policy 

1. DCYF will provide DOC with requested case information to support DOC's assessment of parent's 

eligibility for the FOSA and CPA programs. 

2. DCYF will collaborate with DOC and other programs in case planning on all open shared cases. 

Procedures 

https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.94A


1. Respond to DOC request within five calendar days for CA related information for an offender when:  

o The court is considering FOSA or 

o DOC is considering CPA 

2. Provide ongoing case coordination and collaboration with DOC to prevent service duplication for all 

parents accepted in the FOSA or CPA programs and have an open CA case including:  

o Invite DOC worker to all shared planning meetings. 

o Participate in a minimum of one monthly face to face contact with DOC worker. 

o Participate in safety staffing for DOC Parenting Program with DOC worker and offender to 

determine services and case coordination. 

o Until the child is placed, ensure family time occurs per Family Time and Sibling and Relative 

Visits policy. 

3. Consider if an incarcerated parent with an open DCYF case should be referred to DOC for eligibility 

determination in FOSA or CPA. Make any referrals through email or phone to CA headquarters CFWS 

program manager. 

Forms and Tools 

¶ Request for Information - Initial Request Form 

¶ Request for Information - Open Case Request Form 

See Also 

¶ Shared Planning Meetings 

¶ Family Time and Sibling and Relative Visits 

Resources 

¶ DOC Information Request Process Document 

¶ J-PAY Step-By-Step Guide 

¶ CA-DOC Confinement Alternatives Matrix 

¶ Regional DOC Leads 

4300. Case Planning 
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43022. Outside Communication for Children in Out-

of-Home Care 
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Purpose  

Evaluate child safety and support to caregivers when determining outside communication with parents, relatives 

and other important people to the child in out of home care. 

Laws 

https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/node/1298
https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/sites/default/files/pdf/JPAYguide.pdf
https://www.dcyf.wa.gov/user/511
https://www.dcyf.wa.gov/user/511


RCW 13.34.136 

Policy 

1. Children in out-of-home care must have reasonable access to uncensored communication with parents, 

relatives, and other people important to the child. 

2. Communication restrictions must be based on a pending investigation or an identified child safety issue 

and be addressed in a court order or service plan. 

3. Child safety issues must be addressed prior to allowing the child to participate in any communications 

with parents, relatives or people important to the child. 

Procedures 

1. Notify and collaborate with the child (if age appropriate), child's out-of-home caregiver, parent(s), 

relative(s) and important people to the child to develop the child's communication plan. Communication 

may include:  

1. Private telephone calls; 

2. Mail and gifts; 

3. Electronic communication (E-mail and other electronic social networking avenues such as 

Facebook, My Space and Twitter). Access to electronic communication is based on reasonable 

caregiver or social worker discretion and on electronic device availability. 

2. Note: Family time occurs per Family Time and Sibling and Relative Visits policy 

3. Discuss with caregivers any court orders or service plans that restrict the child's contact with family, 

relative or important people to the child. Limited or censored communication could include:  

1. Opening and reviewing mail for appropriate child related content. 

2. Opening gifts to determine age appropriateness. 

3. Monitoring of email or phone calls for appropriate child related content. 

4. Determining age appropriate use of social networking sites, including limitations.Note: Allowing 

children access to electronic communication as described above is based on reasonable caregiver 

discretion and on electronic device availability. 

4. Inform caregivers on social networking websites regarding children in out-of-home care must not 

include:  

1. Child's name 

2. Identify the child as being a foster child. 

3. Discussion about case specific information about the child or the child's family 

5. Inform caregivers if there are safety reasons why unidentified photos may not be posted on the 

caregiver's social networking site(s). 

6. Discuss communication planning with the child and caregiver during monthly visits. 

7. Conduct when needed, a Shared Planning Meeting if communication needs to be limited or censored due 

to safety concerns. 

8. Document the child's communication plan and any decisions to limit a child's communication in the 

electronic case file. 

See Also 

2440 Service Agreements Policy 

4301 Shared Planning Policy 

http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.136
https://www.dcyf.wa.gov/node/620
https://www.dcyf.wa.gov/node/598
https://www.dcyf.wa.gov/node/1298
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Purpose  

Ongoing educational progress is vital to support early childhood development and school success for all 

children in the care or custody of Children's Administration (CA). 

Definitions 

Home schooling is when a child is receiving home-based educational instruction from his or her caregiver.  The 

caregiver providing the home-based instruction is responsible for developing the curriculum being taught to the 

child, ensuring the annual assessment is administered, maintaining necessary records, etc. 

Alternative Learning Experience (ALE) is a form of public education that provides instruction in an on-line, 

remote or site-based setting. The curriculum being used by the instructor is developed, approved and monitored 

by the school district. 

Private school is a non-public school which meets a minimum set of state standards of health, safety, and 

education established and approved by the Washington State Board of Education. Credits obtained at a private 

school may not transfer directly to public school. 

Scope 

This policy applies to Division of Children and Family Services staff. 

Laws 

RCW 13.34.045  Education liaison identification 

RCW 28A.150.510  Transmittal of Education Records to DSHS 

RCW 28A.225.010  Attendance mandatory - Age - Exceptions 

RCW 74.13.550  Child Placement 

https://www.dcyf.wa.gov/user/511
http://www.k12.wa.us/ALD/HomeBasedEd/default.aspx
http://www.k12.wa.us/PrivateEd/PrivateSchools/
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.045
http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.150.510
http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.225.010
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.550


PL 110-351  Fostering Connections to Success and Increasing Adoptions Act of 2008 

PL 112-34  The Child and Family Services Improvement and Innovation Act 

PL 114-95  Elementary and Secondary Act of 1965 

Policy 

1. Children who enter out-of-home care or change placements will remain at the school they were 

attending, whenever it is practical and in the best interest of the child. 

2. All school-aged children in out-of-home placement will attend public school, unless they are court 

approved for home schooling, private school or to participate in an ALE instruction conducted 100% on-

line in the childôs placement setting. Children placed under a Voluntary Placement Agreement only 

require CA approval. 

3. The ongoing educational needs of children in out-of-home care will be addressed with the child and 

caregiver at each placement. This includes completing and updating the education information on the 

Child Information and Placement Referral form 15-300 at each placement change. 

4. All school-aged children in out-of-home care will have a completed Education Plan in FamLink that is 

updated at least every six months and attached to the court report.  

1. The Education Plan will address the childôs physical, emotional, or behavioral needs and any 

issues that impair his or her learning abilities. The plan should be reviewed at each placement 

change. 

2. The request and receipt of academic records must be documented in the education plan and 

attached to the court report. 

5. CA will facilitate post-secondary education planning for children in out-of-home care. 

6. All children will be referred for services when a developmental concern is suspected.Refer children:  

1. Birth through two years of age to the appropriate early intervention agency within two working 

days of the concern being identified. 

2. Three through 17 years of age to the Child Find program or local school district for an 

assessment. 

7. An Educational Liaison will be identified for children and youth grades six through twelve at shelter 

care and subsequent dependency review hearings if:  

1. Parental rights have been terminated; 

2. Parents are unavailable because of incarceration or other limitations; 

3. The court has restricted contact between the youth and parents; or 

4. The youth is placed in a behavioral rehabilitative setting and the court has limited the educational 

rights of the parents. 

Procedures 

The caseworker will: 

1. Coordinate with child's school district to:  

1. Keep the child enrolled in the school they were attending when he or she entered care or changed 

placement when it is practical and in the best interest of the child. This includes transportation 

planning. 

2. Confirm the child is enrolled and attending school within three days of an initial out-of-home 

placement. 

3. Request any missing academic or medical records required for school enrollment within ten 

business days. 

https://www.gpo.gov/fdsys/pkg/PLAW-112publ34/pdf/PLAW-112publ34.pdf
http://www.k12.wa.us/ESEA/ESSA/pubdocs/ESEAof1965.pdf
https://www.dcyf.wa.gov/sites/default/files/forms/15-300.docx
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/node/1315


4. Request updated records and education information as needed when there is a change in schools 

or change in out-of-home placement and at the end of each school year. 

5. Notify the child's previous and new school when an out-of-home placement change occurs and 

when the child is returned home by providing the completed School Notification Form DSHS 

27-093 to the schools. 

6. Advocate for appropriate services to meet the child's academic, medical, mental health and 

social-emotional needs. This includes participating in school meetings such as disciplinary or 

special education reviews. 

7. Pay any unpaid fees or fines owed by the child to the school or school district. 

8. Notify all legal parties to the case when a school disruption occurs (e.g. discipline, 

hospitalization, juvenile detention, etc.). 

2. Obtain approval annually and/or when there is a change in caregivers for a child to:  

1. Be home schooled; 

2. Participate in an ALE instruction that is 100% on-line and in the childôs placement setting 

(excludes group homes with an established school campus); or 

3. Attend a Washington State Board approved private school that does not use corporal punishment. 

Caseworkers must verify the private school is on the list of Approved Private Schools in 

Washington State and confirm with the private school that corporal punishment is not included in 

their discipline policies. 

4. Complete the DCFS Administrative Approval Request form DSHS 05-210 and verify the 

request:  

1. Supports the childôs safety and well-being needs (e.g. developmental, physical and social-

emotional); 

2. Promotes inclusion in the caregiverôs home and other events and activities; and 

3. Is consistent with the childôs case plan. 

5. If the request is for home schooling, obtain and attach a copy of the approved declaration from 

the school stating the caregiver has been approved to home school the child. 

6. Regional Education leads must review the DCFS Administrative Approval Request form DSHS 

05-210 to:  

1. Review the reasons for the request. 

2. Consult with the caseworker if there are additional interventions or resources that can be 

explored. 

7. Obtain regional administrator or designee approval on the DCFS Administrative Approval 

Request form DSHS 05-210. 

8. Obtain approval from Director of Field Operations on DCFS Administrative Approval Request 

form DSHS 05-210. 

9. For children in shelter care status or dependent, obtain court approval if approved by Director of 

Field Operations. 

10. Provide a copy of the approved DCFS Administrative Approval Request form DSHS 05-210 and 

attachments to the Division of Licensing Resources licensor if the child is approved for home 

schooling and the caregiver is licensed. 

3. If a youth requests to participate in an international study program, obtain:  

1. Parentôs approval if the youth is not legally-free. 

2. Approval outlined in the 6100 Travel policy. 

4. Refer a school-aged child to appropriate programs within two working days after a concern has been 

identified (e.g. Education Advocacy Program, Graduation Success, school counselor, etc). 

5. If a child qualifies for early child intervention services, collaborate with the local service provider and 

the child's caregiver to enroll the child in the appropriate services and develop the Individual Family 

Service Plan (IFSP). 

6. Provide the child's out-of-home caregiver with copies of necessary school records including IFSP, 

Individual Education Plan (IEP) or 504 Plans. 

https://www.dshs.wa.gov/fsa/forms?field_number_value=27-093&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=27-093&title
http://www.k12.wa.us/PrivateEd/PrivateSchools/
http://www.k12.wa.us/PrivateEd/PrivateSchools/
http://www.k12.wa.us/PrivateEd/PrivateSchools/
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
https://www.dcyf.wa.gov/node/1414


7. Monitor the childôs ongoing academic progress including most current grades, state test scores, 

attendance and credits, when applicable, to make sure the child is prepared to progress to the next grade 

level and is on track to graduate. If the child is home schooled, review the end of year assessment to 

determine if academic progress is being made. 

8. Engage child and caregiver in reviewing the childôs progress and planning for academic success. 

9. Provide copies of all education records to foster youth age fifteen through eighteen years prior to the 

youth turning eighteen years old as defined in the Transition Plan policy. 

10. Involve youth in post-high school planning including options for post-secondary education and career or 

vocational training. This includes scholarships, financial aid, Education Training Voucher Program, etc. 

11. Document the childôs state student identification (SSID) number, education progress and needs in the 

FamLink Education Pages. This includes completing and updating the FamLink Education page at least 

every six months. 

Forms 

Child Information and Placement Form DCYF 15-300 

School Notification Form DSHS 27-093 

DCFS Administrative Approval Request form DSHS 05-210 

Resources 

DSHS CA FamLink Education Page eLearning (available in LMS) 

Education Advocacy Guide DSHS 22-1192 

Social Worker's Practice Guide to Education: for Children and Youth in Foster Care DSHS 22-1185 

Helping Foster Children Achieve Educational Stability and Success Guide DSHS 22-1210 

Students in Foster Care - What Schools Need to Know DSHS 22-002 

Independence.wa.gov 

Early Support for Infants and Toddlers (ESIT) 

Caseworkerôs Guide to Transition Planning 

Office of Superintendent of Public Instruction Foster Care Education Program site 
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https://www.dcyf.wa.gov/sites/default/files/forms/15-300.docx
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https://www.dshs.wa.gov/fsa/forms?field_number_value=05-210&title
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Revised Date: June 12, 2014 

Sunset Review: June 12, 2018 

Purpose  

The Adoption and Safe Families Act requires that reasonable efforts must be made to prevent placement of a 

child in out-of-home care and achieve timely permanency for a child who is placed in out-of-home care. For 

children protected under either the state or federal Indian Child Welfare Act (ICWA), active efforts must be 

made. 

Laws 

¶ Adoption and Safe Families Act P.L. 105-89 

¶ Federal Indian Child Welfare Act 

¶ Washington State Indian Child Welfare Act 

¶ Chapter 13.34 RCW - Juvenile Court - Dependency 

Policy 

1. Reasonable efforts must be made by the assigned CA worker to:  

1. Prevent placement of a child in out-of-home care, unless the child is determined to be unsafe. 

2. Return a child home. 

3. Achieve timely permanency when a child is placed in out-of-home care. 

2. Active efforts must be made by the CA worker for children protected under the state or federal Indian 

Child Welfare Act (ICWA). 

3. The CA worker must identify appropriate reasonably available services for the family to remedy 

identified parenting deficiencies that made the child unsafe. 

4. When a child is in out-of-home care, the CA worker must offer reunification services to the family in an 

attempt to eliminate the need for out-of-home placement, unless a court has found that aggravated 

circumstances exist. 

5. Reasonable efforts must be made to achieve timely permanency including efforts to locate a permanent 

placement other than return home. 

Procedures 

1. Placement Prevention - Unless the child is determined to be unsafe (See 1100 Child Safety) and an in-

home Safety Plan cannot be used to keep the child safe, the CA worker must make the following 

reasonable efforts to prevent placement:  

1. Complete the Comprehensive Family Evaluation with the family to determine what reasonably 

available remedial services and activities would remedy identified safety threats. 

2. Develop a written Case Plan. 

3. Services must:  

1. Focus on the identified safety threats. 

2. Be culturally appropriate 

3. Be geographically accessible. 

4. Consider whether a parent is developmentally delayed and eligible for developmental 

disability services. If so, services and their delivery must be tailored to the parent's needs 

and coordinated with Developmental Disabilities Administration (DDA). 

4. The assigned worker must review case plans regularly for the following:  

1. Parental progress. 

http://www.gpo.gov/fdsys/pkg/PLAW-105publ89/html/PLAW-105publ89.htm
http://www.law.cornell.edu/uscode/text/25/chapter-21/subchapter-I
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.38&full=true
http://apps.leg.wa.gov/rcw/default.aspx?cite=13.34
https://www.dcyf.wa.gov/node/576
https://www.dcyf.wa.gov/node/576
https://www.dcyf.wa.gov/node/1436


2. Changes needed in the plan. 

3. Parental resistance to the case plan. 

4. Alternative approaches such as court action that may be needed. 

2. Returning a Child Home - If a child is removed from the home due to present or impending danger, the 

CA worker must make reasonable efforts to:  

1. Offer remedial services to the family, unless aggravated circumstances exist. 

2. Services must:  

1. Focus on the identified safety threats and help families eliminate the need for placement. 

2. Be culturally appropriate 

3. Be geographically accessible. 

4. Consider whether a parent is eligible for developmental disability services. If so, services 

and their delivery must be tailored to the parent's needs and coordinated with DDA. 

3. Achieving Timely Permanency  

1. Make reasonable efforts to locate a permanent placement. Identify appropriate relatives, kin or 

other persons who may be a permanent resource for the child. 

2. Follow Concurrent Planning Policy. 

3. Continue reasonable efforts until permanency is achieved. The following are appropriate 

permanency options and are listed in order of priority:  

1. Return home 

2. Adoption 

3. Guardianship 

4. Third Party Custody 

Forms and Tools 

Court reports. Permanency Planning Guide 

See Also 

1710 Shared Planning 

4305 Permanency and Concurrent Planning 

Resources 

ICW Chapter 7 

Suggested Practice Tips 

If ICWA applies ensure coordination with the child's Tribe and coordinate with the Tribal social worker. Also 

review and follow protocols outlined in the CA Tribal Memorandum of Understanding established with the 

child's specific tribe. 
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Purpose  

Permanency planning starts at first contact with the family and continues until a permanency goal is achieved. 

Concurrent planning provides for timely reunification services while anticipating and preparing for an alternate 

permanent plan. 

Scope 

This policy applies to all Division of Children and Family Services staff. 

Laws 

¶ RCW 74.15.020(2a)  

¶ RCW 13.34  

¶ RCW 13.36  

¶ RCW 26.10  

¶ RCW 26.33  

¶ RCW 13.34.132 

¶ Adoption and Safe Families (ASFA) Act 1997 

Policy 

1. A permanency planning goal must be identified for all children in out-of-home care no later than 60 

days from the Original Placement Date (OPD). 

2. CA's written report to the court must identify concurrent plans. A permanent plan includes how the 

department is working towards securing a safe, stable and permanent home for the child. The court 

report must address the following:  

1. Primary and alternate permanent plans being pursued concurrently. Permanent and alternate 

permanent plan options only include:  

1. Return of home to the child's parent, guardian or legal custodian 

2. Adoption 

3. Guardianship 

4. Third party/non-parental custody 

2. Reasonable efforts to return the child to his/her birth/adoptive parents. 

3. How the permanency plan is in the best interest of the child. 

4. How the agency has worked toward securing a safe, stable and permanent home for the child as 

early as possible. 

3. Long-term foster or relative care is not a permanent plan. It is only considered when other permanent 

plans are determined not to be in the best interest of a child age 16 and older as the results of a shared 

planning decision making process. Continued efforts must be made to achieve legal permanency, unless 

determined to not be in the childôs best interest. 

4. CA must consider a permanent plan that allows the parent to maintain a relationship with the child when 

a parent:  

1. Is sentenced to long-term incarceration; 

http://apps.leg.wa.gov/RCW/default.aspx?cite=74.15.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.36
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.10
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.33
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.132


2. Has maintained a meaningful role in the child's life; 

3. There is no court order limiting or prohibiting contact; and 

4. It is in the child's best interest. 

5. Citizenship and immigration status of the child should be determined early in the case and should be re-

confirmed prior to establishing a permanent plan per Foreign Consulate policy. 

Procedures 

1. Plan:  

1. Utilize the shared planning process when making permanency planning decisions for children in 

out-of-home care according to the timelines in the Shared Planning policy. Any changes in a 

permanent plan require a new shared planning meeting. Staff permanent plans with your 

supervisor. Refer to Indian Child Welfare policies and procedures ICW Chapter 10 for all Indian  

children. 

2. Determine the best interest of the child by consider the following:  

1. The child's wishes and long-term goals 

2. Medical issues 

3. Age of the child 

4. The child's connections to his or her identity, affiliations to his or her community, tribe, 

church, school, religious/spiritual beliefs, relatives and friends 

5. The long-term needs of the child 

6. The emotional ties and development needs and how these can be met through the 

identified permanent plan 

2. Document:  

1. The primary and alternate permanent plan on both the shared planning page and the Permanency 

Planning page in FamLink. 

2. The reasons the identified permanent plan is in the best interest of the child in the case plan. 

3. When siblings are not placed together:  

1. Document exception(s) or other reasons siblings are being placed apart as it applies to 

each child on the Sibling Visit Details tab in the FamLink Visit Plan Page. 

2. Print a copy of the Sibling Visit Details tab in the FamLink Visit Page; obtain approval 

signatures from supervisor and Area Administrator. 

3. Upload approved Sibling Visit Details document into FamLink. 

3. Permanent Plans:  

1. Identify a primary and alternate plan from the following options:  

1. Always consider Return Home as the primary permanent plan for a child when all the 

following conditions are met:  

1. Aggravated circumstances do not exist. 

2. It is likely the child will return home per the Reasonable Efforts policy. 

3. The plan of returning home is in the best interests of the child. 

4. The child (as age and developmentally appropriate) has been consulted regarding 

the potential benefits and risks of the return home. 

5. Safety threats are eliminated or can be managed in the family home. 

2. Consider Adoption, per Adoption Process policy, when a child is unable to return home 

and when all the following conditions are met:  

1. The child was removed from parents and is dependent. 

2. Parental rights will likely be terminated by the court or relinquishment has been 

or will be accepted by both CA and the court. 

3. Reasonable efforts were provided to the parent(s) to safely reunify the child to his 

or her care. The parent(s) have not made sufficient and timely progress in 

addressing the parental deficiencies that brought the child into care and this is 

documented in the case file. 

https://www.dcyf.wa.gov/node/612
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/944
https://www.dcyf.wa.gov/node/1327


4. The plan is in the best interests of the child. 

5. Aggravated circumstances may exist. Refer to the  Permanency Plan 

Review policy. 

6. The child (as age and developmentally appropriate) has been provided education 

about the impacts of adoption. Children over the age of 14 must sign consent for 

the adoption. 

7. The child and sibling are in the same placement, the permanent plan is adoption 

for that sibling and also in the best interest of this child. 

8. The prospective adoptive parent has an approved adoptive home study per Family 

Home Study policy. 

3. Consider Title 13 Guardianship per the Guardianship policy when the following 

conditions are met:  

1. The child was removed from the parents through a Voluntary Placement 

Agreement (VPA) or the child is a dependent of CA or tribe. 

2. A determination is made through the shared planning process that it is not in the 

best interests of the child to pursue reunification or adoption. 

3. The plan of guardianship is in the best interest of the child. 

4. The proposed caregiver has the ability to meet the child's special needs without 

CA case management and social worker support and the caregiver:  

1. Can make a commitment to parent the child until adulthood. 

2. Has a significant relationship with the child. 

3. Has an approved family home study per Family Home Study policy or the 

Unlicensed Placements - Home Study Requirements policy. 

5. The Permanency Planning Benefits and Limitation Matrix has been reviewed with 

the proposed caregiver. 

6. The child and a sibling are in the same placement, the permanent plan is Title 13 

Guardianship for that sibling and guardianship is also in the best interests of this 

child. 

7. If the child is considered an Indian as defined in the Federal Indian Child Welfare 

Act and the Tribe(s) is involved and requesting a guardianship. If a guardianship 

subsidy is being requested the child and the prospective guardian must meet R-

GAP eligibility requirements. 

8. The child (as age and developmentally appropriate) has been consulted regarding 

the potential benefits and risks of the permanency plan and the child has stated 

preference for the identified plan. 

4. Consider Third Party Custody  when the following conditions are met:  

1. The child was removed from the parent(s) through a VPA or the child is a 

dependent of CA or tribe. 

2. A determination is made through the shared planning process that it is not in the 

best interests of the child to pursue reunification, adoption or Title 13 

Guardianship. 

3. The plan is in the best interest of the child. 

4. The proposed caregiver has the ability to meet the child's special needs without 

CA case management and social worker support and:  

1. Can make a commitment to parent the child until adulthood. 

2. Has a significant relationship with the child. 

5. If placement has been made with the proposed caregiver, the caregiver must have 

an approved family home study per 5330 Family Home Study or Unlicensed 

Placements policy. 

6. The Permanency Planning Supports and Resources Matrix has been reviewed 

with the proposed caregiver. 

https://www.dcyf.wa.gov/node/666
https://www.dcyf.wa.gov/node/666
https://www.dcyf.wa.gov/node/1328
https://www.dcyf.wa.gov/node/1363
https://www.dcyf.wa.gov/node/1363
https://www.dcyf.wa.gov/node/1363
https://www.dcyf.wa.gov/forms?field_number_value=16-231&title=


7. The child and sibling are in the same placement, the permanent plan is third party 

custody for that sibling and third party custody is also in the best interests of this 

child. 

8. If the child is considered an Indian as defined in the Federal Indian Child Welfare 

Act and the tribe(s) is involved and requesting third party custody. 

5. Third Party Custody/Non-Parental Custody actions may be initiated by the proposed 

caregiver in Family Court and for the matter to be heard by Family Court the Juvenile 

Court must waive its exclusive jurisdiction. 

4. Long-Term Foster or Relative Care Agreements must only be considered when children are age 16 

and over and all the following conditions are met:  

1. The child was removed from the parents and is dependent. 

2. A determination is made through the shared planning process that it is not in the best interest of 

the child to pursue legal permanency options: reunification, adoption, guardianship or third party 

custody. 

3. The plan is in the best interest of the child and the child needs the stability offered by this living 

arrangement. 

4. Compelling reasons per Compelling Reasons policy must be reviewed at every court hearing and 

the court must find that the compelling reasons still exist and are documented in FamLink. 

5. The child has made a significant connection to the caregiver and has resided with the caregiver 

for over six months. 

6. The Permanency Planning Supports and Resources Matrix has been reviewed with the proposed 

caregiver. 

7. The youth (age 16 and over) has been consulted regarding the potential benefits and risks of the 

permanency plan and the youth has indicated a preference for the identified plan and is willing to 

sign the agreement. 

8. The youth over the age of 16 and capable of giving consent has agreed to sign consent for the 

long-term foster care agreement and is aware of the potential benefits/risks of other permanency 

plans. 

9. The caregiver:  

1. Makes a commitment to care for the child until the age of 18 or 21 if applicable. 

2. Shows an ability to meet child's special needs. 

3. Demonstrates an understanding that the child remains in the custody of CA and under 

CA's control and further demonstrates an ability to cooperate with CA in shared planning 

for the child. 

4. Agrees to enter into a long-term foster care or relative care agreement approved by the 

court. 

5. Signs a Long-Term Care Agreement for Foster Parent or Relative Caregivers DSHS 15-

322. 

6. The Regional Administrator signs the Checklist for Approval Long-Term Agreement for 

Foster Parents or Relative Caregivers DSHS 15-323. 

7. Demonstrates an understanding of permanency as a long-term, life-long connection and 

has agreed to support the youth in his or her transition to adulthood. 

Forms and Tools 

¶ Long-Term care Agreement for Foster Parent or Relative Caregivers DCYF 15-322 

¶ Checklist for Approval Long-Term Agreement for Foster Parents or Relative Caregivers DSHS 15-323 

¶ Voluntary Placement Agreement DCYF 15-281 

Resources 

https://www.dcyf.wa.gov/node/1307
https://www.dcyf.wa.gov/forms?field_number_value=15-322&title=
https://www.dshs.wa.gov/sites/default/files/FSA/forms/word/15-323.doc
https://www.dcyf.wa.gov/forms?field_number_value=15-281&title=


¶ Permanency Planning Supports and Resources Matrix DCYF 16-231 

43051A. Trial Return Home 

43051A. Trial Return Home sarah.sanchez Wed, 08/22/2018 - 22:48  

Purpose  

Support parent(s) and child(ren) to achieve a safe and successful transition home and permanent reunification. 

Laws 

RCW 13.34.136 

RCW 13.34.130 2.(c) 

Policy 

1. Follow requirements outlined in the Reasonable Efforts policy prior to requesting a trial return home or 

when the Court orders the child's immediate return home. 

2. Prior to a dependent child returning to the home of a parent a background check must be completed on 

all adults living in the home. 

3. A trial return home must not exceed 6 months in duration, unless ordered by the court. 

4. Identify and assess all caregivers of the child for services related to the safety of the child, and:  

1. Recommend the caregiver participate in the identified services. 

2. Notify the court of any service recommendations made to the caregiver during a regular review 

hearing. 

3. Promptly notify the court if a caregiver fails to engage in or follow through with the 

recommended services. 

Procedures 

1. Provide ongoing assessment of potential child safety threats during the monthly health and safety visits. 

Update the Safety Plan with the family if safety threats are identified. Health and safety visits 

requirements are outlined in the 4420 policy. 

2. Update the Comprehensive Family Evaluation based on the family's progress and information gathered 

during the monthly health and safety visit. 

3. Provide the following once the child is placed in the parent's home under a trial return home:  

1. Ongoing safety and risk assessment 

2. Plan for monitoring the child's well-being (may include services and supports identified through 

CHET screening, Foster Care Assessment Program, or Family Team Decision Making) 

3. Other services identified in a Shared Planning meeting 

4. Revised trial return home plan or complete documentation for case closure. 

4. Consult with the local AAG office (prior to court hearing) and document when it is in the child's best 

interest to request an extension of the trial return home beyond 6 months. 

5. Recommend dismissal of the dependency when the parent(s) have completed the case plan requirements 

and demonstrated the ability to safely resume parenting and custody of the child(ren). 

6. Document all trial return home activities and any completed services as required in the electronic case 

file. 

https://www.dcyf.wa.gov/forms?field_number_value=16-231&title=
https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.136
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.130
https://www.dcyf.wa.gov/node/1426
https://www.dcyf.wa.gov/node/1333


43055. Permanency Planning Hearings-Timelines 

43055. Permanency Planning Hearings-Timelines sarah.sanchez Wed, 08/22/2018 - 22:49  

Permanency planning hearings must occur: 

1. By the 12th month of placement for all children in out-of-home care even if reunification with parents is 

the primary plan and the parents are making significant progress. 

2. Within one year of each previous permanency planning hearing as long as the child remains in out-of-

home care without a permanency plan being achieved. A child in a long-term care agreement is not 

considered to have permanency achieved, therefore, permanency planning hearings continue. 

3. If, following 90 days of service delivery after disposition, the parents have failed to make progress or 

engage in services in resolving the issues that brought the child into care. This may coincide with the 

initial review hearing which is to be scheduled for in-court review six months from OPD or 90 days 

from the entry of the dispositional order, whichever comes first. 

4. Within 30 days after the court has determined that reunification services for the family are no longer 

required in a case with a finding of aggravated circumstances. In those cases, the social worker must 

identify a primary or alternate permanency planning goal other than reunification with the legal 

parent(s). 

4306. Filing a Petition to Terminate Parental Rights 

4306. Filing a Petition to Terminate Parental Rights sarah.sanchez Wed, 08/22/2018 - 22:49  

1. Under Washington law, termination of parental rights is necessary for an adoption of a child. A petition 

to terminate parental rights is a step toward the implementation of a permanent plan of adoption. 

Adoption is the preferred permanent plan if a child can not be returned home. 

2. If the parents, after filing of the termination petition, begin to make progress toward a permanency plan 

of returning the child home, the termination petition may be dismissed at the request of the department 

or the termination fact-finding hearing may be continued to allow the parents the opportunity to make 

the changes required. 

43061. Termination of Parental Rights (TPR) - 

Compelling Reasons 

43061. Termination of Parental Rights (TPR) - Compelling Reasons sarah.sanchez Wed, 08/22/2018 - 22:50  

Approval :   Jennifer Strus, Assistant Secretary 

Original Date: 1979  

Revised Date: June 30, 2015 

Policy Review: June 30, 2018 

 

https://www.dcyf.wa.gov/user/511
https://www.dcyf.wa.gov/user/511
https://www.dcyf.wa.gov/user/511


Purpose  

Initiate a relinquishment or termination of parental rights (TPR) when it is in the best interest of the child and to 

support timely permanence. 

Scope 

This policy applies to all Division of Children and Family Services staff. 

Laws 

RCW 13.34.126 

RCW 13.34.132 

RCW 13.34.136 

RCW 13.34.145 

RCW 13.34.180 

RCW 26.33 

Adoption and Safe Families (ASFA) Act 1997 

Policy 

1. A petition to TPR must be submitted to the Attorney General's office by the child's 12th of the last 

nineteen (19) months in out-of-home care or sooner, when it is in the child's best interest and meets at 

least one of the following:  

1. The child is determined by the court to be an abandoned child. 

2. The child is in out-of-home care for a period of at least six months since dependency finding. 

3. Aggravated circumstances have been found by the court. The TPR petition must be made within 

60 days of this court finding. 

2. A TPR may be considered earlier in the dependency process when aggravated circumstances exist or the 

parents have failed to engage in services and the child has been in care for 90 days after the disposition. 

3. A petition for TPR is not required when compelling reasons/good cause exist. Compelling reasons/good 

cause may include, but is not limited to:  

1. Birth parents are making significant progress and reunification (trial return home) will occur 

within three (3) months. 

2. Birth parent(s) has been accepted and is demonstrating compliance in a dependency treatment 

court program, long-term substance abuse or dual diagnosis program. 

3. The department has not provided to the child's family such services as the court and the 

department have deemed necessary for the child's safe return home. 

4. Adoption is not an appropriate permanent plan because:  

1. The child is over the age of 14 and after a discussion about adoption and other 

permanency options with the child, the child opposes adoption as a permanent plan. 

2. The child is placed with a relative and after a discussion about adoption and other 

permanency options with the relatives; another permanency option with the relative is in 

the best interest of the child. 

5. The court or CA has determined that:  

http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.126
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.132
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.1365
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.145
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.180
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.33


1. A birth parent is considering relinquishment within a reasonable time to free the child for 

adoption. 

2. A non-offending parent is pursuing an alternate permanent plan. 

3. A professional assessment of the child has determined the child is unable to remain 

within a family setting. 

6. The parent is incarcerated and:  

1. The incarceration is the only reason for filing the TPR; and 

2. The court has determined the parent maintains a meaningful role in the child's life. 

7. The child's Tribe is opposed to adoption and has identified another acceptable permanency plan 

for the child. 

4. Relinquishment of parental rights may be accepted when adoption is in the child's best interest per 1710 

Shared Planning policy. The relinquishment of parental rights of an Indian child must occur before a 

court judge per ICW Chapter 6. 

Procedures 

1. Utilize shared planning meetings when making permanency planning decisions for children in out-of-

home care according to timelines in the 1710 Shared Planning policy. 

2. Determine if relinquishment or TPR is in the best interest of the child by discussing the following with 

the birth parents:  

1. The option of a Voluntary Adoption Plan in accordance with 4330. Adoption Process policy. 

2. The Open Communication Agreement options between the parent and the prospective adoptive 

family prior to accepting a relinquishment per 4330 Open Communication Agreement policy. 

3. Discuss aggravated circumstances as listed per RCW 13.34.132 with assigned Assistant Attorney 

General. 

4. Convene a Permanency Planning meeting within 30 days after the court determines aggravated 

circumstances exist. Identify a permanent planning goal per 4305 Permanency Planning policy. 

5. Determine if compelling reasons/good cause exists to not file a petition for TPR. 

6. Document compelling reasons/good cause in the:  

1. Report to the court. The court must approve the compelling reason/good cause exception at each 

permanency planning hearing and review at all subsequent hearings pertaining to the child. 

2. TPR Compelling Reasons group box in the FamLink Legal Record page. 

7. File a TPR when compelling reasons/good cause no longer exists. 

8. Document the filing of a TPR referral in FamLink Legal Record. 

Forms and Tools 

¶ Shared Planning Form (DCYF 14-474)  

Resources 

¶ Permanency Planning Practice Guide (available on CA Intranet) 

¶ Shared Planning Form (DCYF 14-474) 

43065. Voluntary Termination of Parental Rights 

43065. Voluntary Termination of Parental Rights sarah.sanchez Wed, 08/22/2018 - 22:50  

1. The juvenile courts are authorized to terminate parental rights voluntarily (relinquishment) under chapter 

26.33 RCW. Social workers must use the forms provided by the Office of Attorney General or county 

https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/897
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/1327
https://www.dcyf.wa.gov/node/1327
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.132
https://www.dcyf.wa.gov/node/1303
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/user/511


prosecutor, as applicable, relating to relinquishment of parental rights. In order to achieve legal 

sufficiency it is important to use the most recently revised forms whenever handling a voluntary 

relinquishment. If out-of-date forms are used rather than the most recent form, the relinquishment may 

not be legally binding. 

2. Petitions for voluntary termination of parental rights may be initiated for either an unborn or born child. 

The hearing on the petitions for relinquishment or termination cannot occur until at least 48 hours after 

the birth of the child or the parent's signing the consent to adoption, whichever is later. See section 

43068 below for requirements regarding Indian children. 

3. In considering a petition for termination of parental rights based on a voluntary consent to adoption by a 

parent, the judge will review whether the consent was genuinely voluntary and whether the termination 

of parental rights is in the best interest of the child.  

1. The social worker must take care to inform the parent that any relinquishment is voluntary 

throughout this process. 

2. If the parent has an attorney, that attorney must be involved in the legal process for termination 

of parental rights. When the parent has an attorney, the social worker does not work with a 

parent to secure a relinquishment and consent to adoption without the involvement of the parent's 

attorney. 

4. Under a voluntary adoption plan, the department must follow the wishes of the alleged father, birth 

parent, or parent in identifying an adoptive placement. See the Case Services Policy Manual, chapter 

5000, section 5762, and this chapter, section 45404. 

43067. Opposing a Voluntary Petition 

43067. Opposing a Voluntary Petition sarah.sanchez Wed, 08/22/2018 - 22:51  

1. Prior to agreeing to entry of a voluntary relinquishment, the department, through the social worker, must 

agree that termination of parental rights and adoption is in the best interest of the child. Financial 

concerns alone are not grounds for a parent to relinquish a child. 

2. The social worker may also oppose a termination petition because no adoptive family is available to care 

for a child. Other concerns, such as the child's support of the adoption case plan and the family's use of 

services available to correct parental deficiencies, may also be considered. 

43068. Indian Children 

43068. Indian Children sarah.sanchez Wed, 08/22/2018 - 22:52  

1. Permanency Planning Case Staffing-If the child is identified as an "Indian child" per Appendix A, and is 

required to have a LICWAC staffing the child must have a Local Indian Child Welfare Advisory 

Committee (LICWAC) staffing to establish a permanency goal no later then 60 days from the original 

placement date. (Follow Indian Child Welfare Chapter 10: LICWAC policies and procedures) 

2. Active Efforts-If the federal and state Indian Child Welfare Act (ICWA) protects the child, the 

caseworker must continue active efforts toward reunification with the child's parents or Indian custodian, 

if any, until the court terminates parental rights. See Appendix A for the definition of "Indian Child." 

3. Compelling Reasons-The fact that the Tribal/State agreement defines the child as Indian and the child's 

involved tribe does not concur with the filing of the petition or with adoption as the permanency plan for 

this child may be a compelling reason not to file a termination of parental rights petition. Compelling 

reasons not to file a termination petition must be made on a case by case basis considering the individual 

circumstances of the child and family 

4. Termination of Parental Rights of an Indian child  

https://www.dcyf.wa.gov/user/511
https://www.dcyf.wa.gov/user/511


1. Special procedures apply when handling the voluntary or involuntary termination of an Indian 

child. The caseworker must refer to Indian Child Welfare policies and procedures. 

2. Petitions for voluntary termination of parental rights may not be initiated for an unborn Indian 

child. The hearing on the petitions for relinquishment or termination cannot occur until at least 

10 days after the birth of the child or the parent's signing the consent to adoption. 

4307. Voluntary Placement Agreement 

4307. Voluntary Placement Agreement sarah.sanchez Wed, 08/22/2018 - 22:52  

Original Date:  February 10, 1995 

Revised Date:  July 13, 2020 

Sunset Review Date: July 13, 2024 

Approved by:  Jody Becker, Deputy Secretary of Programs for Children and Families 

 

Purpose  

The purpose of this policy is to provide guidance to child welfare employees when  Voluntary Placement 

Agreements (VPA) are needed to place children or youth in out-of-home care. VPAs are time limited and 

considered the least restrictive plan, when placing children or youth. 

Scope 

This policy applies to  child welfare employees. 

Laws 

RCW 13.34.130  Order of disposition for a dependent child, alternatives - Petition  seeking termination of 

parent-child relationship - Placement with relatives, foster family home, group care facility, or other suitable 

persons - Placement of an Indian child in out-of-home care - Contact with siblings. 

RCW 13.34.245 Voluntary consent to foster care placement for Indian children, validation, withdrawal of 

consent, termination 

RCW 74.13.031  Duties of department, child welfare services, childrenôs services advisory committee 

RCW 74.15.020  Definitions 

Policy 

1. DCYF may use VPAs in the following circumstances:  

1. When a safety threat exists, that cannot be managed in the home, and services provided during a 

90-calendar day period are likely to eliminate the need for court intervention. 

2. After business hours, when a safety threat exists that cannot be managed in the home and the 

child or youth is not placed in protective custody by law enforcement (LE). 

https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.130
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.245
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.15.020


3. Parents or legal guardians need temporary care for their child or youth, while undergoing 

medical care or treatment and there are no alternative placement resources. 

4. The child or youthsô other parent or legal guardian is not immediately available to provide care. 

2. DCYF must not use VPAs when children or youth are placed:  

1. With an ñother suitable person,ò per RCW 13.34.130. 

2. Outside of Washington State. 

3. In out-of-home care when the youth is 18 years or older, unless they are entering or re-entering 

the EFC program, per the Extended Foster Care (EFC) policy. 

Procedures 

1. When it has been determined children or youth cannot remain safely in the home and a VPA is needed:  

1. Caseworkers must:  

1. Complete the VPA DCYF 9-004B form. 

2. Verify the timeframe in the agreement does not exceed 90 calendar days. 

3. Obtain both parents or legal guardians of the child or youthôs signature, unless one of the 

following applies:  

1. The other parent or legal guardian is unable to be located. 

2. Legal custody resides with one parent, which must be verified. 

4. Sign the agreement and obtain supervisor approval. 

5. Verify the VPA is signed in front of a judicial officer of the Tribal Court or Juvenile 

Court when children or youth are an Indian child at least 10 calendar days old, per ICW 

Chapter 6. 

6. Conduct a shared planning meeting, per the Family Team Decision Making (FTDM) 

policy. 

7. Complete a court report by the 60th calendar day, for children or youth in out-of-home 

placement on a VPA, per Court Report policy. 

2. Supervisors must:  

1. Discuss and verify the VPA requirements are met, appropriate, and in the best interest of 

children or youth. 

2. Review and verify the timeframe does not exceed 90 calendar days. 

3. Sign the VPA, if approved, and return to the caseworker. 

4. Discuss other options, if the VPA is not approved. 

2. When a child or youth is placed on a VPA, caseworkers must:  

1. Upload the VPA DCYF 9-004B form into FamLink, with all required signatures. 

2. Place the original VPA DCYF 9-004B form in the file. 

3. Provide a copy of the VPA DCYF 9-004B form to the parents or legal guardians. 

4. Document the following in FamLink:  

1. Efforts made to have both parents sign the VPA, in a case note. 

2. Childôs legal information on the Legal Records page. 

3. Childôs placement status on the Placement page. 

4. Request from the parents or legal guardians to end the VPA and the subsequent actions, 

in a case note. 

5. Link the parents to the child on the maintain page. 

3. If a parent terminates the VPA, caseworkers must immediately assess safety by completing the safety 

assessment, and determine if the child or youth:  

1. Can safely return home. If so, they must be returned to the parents or legal guardians within one 

calendar day, excluding weekends and holidays.  

2. Cannot safely return home. If so, DCYF must immediately complete either of the following:  

1. Contact LE to request placement of the child or youth in protective custody. 

2. File a dependency petition and request a pick-up order within one calendar day, 

excluding weekends and holidays. 

https://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.130
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/indian-child-welfare-policies-and-procedures/6-casework-activities-court-proceedings
https://www.dcyf.wa.gov/indian-child-welfare-policies-and-procedures/6-casework-activities-court-proceedings
https://www.dcyf.wa.gov/1700-case-staffings/1720-family-team-decision-making-meetings
https://www.dcyf.wa.gov/4300-case-planning/43091-court-report
https://www.dcyf.wa.gov/1100-child-safety/1120-safety-assessment
https://www.dcyf.wa.gov/1100-child-safety/1120-safety-assessment


Forms 

Consent to Foster Care Placement by Indian Child's Parent or Indian Custodian court form JU 03.0920 

Voluntary Placement Agreement DCYF 9-004B (located in the Forms repository on the DCYF Intranet) 

4308. Dependency Petition Process 

4308. Dependency Petition Process sarah.sanchez Wed, 08/22/2018 - 22:53  

Approval:   Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date:   

Revised Date:  July 1, 2018 

Policy Review:  July 1, 2021 

 

Purpose 

Provide direction for Department of Children, Youth, and Families (DCYF) child welfare caseworkers in filing 

a dependency petition when it is clear that court intervention is necessary to prevent harm to a childôs health, 

welfare, or safety. 

Scope 

This policy applies to child welfare caseworkers. 

Laws 

RCW 13.34.030  Definitions 

RCW 13.34.040  Petition to Court To Deal With Dependent Child ï Application Of Federal Indian Child 

Welfare Act 

RCW 13.34.050  Court Order to Take a Child into Custody 

RCW13.34.055  Custody by Law Enforcement Officer 

RCW 13.34.060 Shelter Care ï Placement ï Custody ï Duties of Parties 

RCW 13.34.062 Shelter Care ï Notice of Custody and Rights 

RCW 13.34.065 Shelter Care ï Hearing ï Recommendation as to Further Need 

RCW 13.34.080 Summons When Petition Filed 

RCW 13.34.090 Rights under Chapter Proceedings 

http://www.courts.wa.gov/forms/?fa=forms.contribute&formID=7
https://www.dcyf.wa.gov/user/511
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.030
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.040
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.050
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.055
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.060
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.062
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.065
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.080
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.090


RCW 26.44.050 Abuse Or Neglect Of ChildðDuty Of Law Enforcement Agency Or Department Of Social 

And Health ServicesðTaking Child Into Custody Without Court Order, When. 

RCW 26.44.056 Protective Detention or Custody of Abused ChildðReasonable CauseðNoticeðTime 

LimitsðMonitoring PlanðLiability.  

RCW 74.14A.020  Services For Emotionally Disturbed and Mentally Ill Children, Potentially Dependent 

Children, And Families-In-Conflict.PL 114-95  Elementary and Secondary Act Of 1965 

Policy 

Child welfare caseworkers must: 

1. Consult with the assigned supervisor when court intervention is needed to prevent harm to a childôs 
health, welfare, or safety. If the assigned caseworker and supervisor determine that a dependency 

petition should be filed, contact the Assistant Attorney General (AAG) or assigned attorney for their 

office and work with them in assessing legal sufficiency and in finalizing the petition. 

2. If there is disagreement about legal sufficiency, consult with the supervisor and area administrator to 

determine whether to continue efforts to file a dependency petition.  

3. If there is legal sufficiency, finalize the petition recommending one of the following:  

1. In-home placement; 

2. Out-of-home placement with a motion for order to take a child into custody; or 

3. Out-of-home placement if a motion for order to take a child into custody is not required. A 

motion is not required if the child is already placed in protective custody or on an administrative 

hold. 

4. Provide records for discovery, including child forensic interview transcriptions, prior to shelter care and 

include all information used in the determination to file the dependency petition.  

1. If a parent, legal guardian or legal or Indian custodian is represented by an attorney, provide 

them with redacted copies of the DCYF records. 

2. If a parent, legal guardian or legal or Indian custodian is not represented, provide them with a 

redacted copy of their DCYF records. 

3. If court ordered, provide a copy of a child forensic audio or video recording according to the 

Audio Recording policy. 

4. If a Guardian ad Litem (GAL) or Washington State Court Appointed Special Advocate 

(WaCASA) is appointed, provide redacted copies of the DCYF records to the GAL/WaCASA. 

5. Provide a redacted and unredacted copy of the DCYF records to the assigned AAG or assigned 

attorney. 

5. If a dependency petition is filed complete the following:  

1. If there is reason to know the child is or may be a member, and the biological child of a member 

and eligible for membership of a federally recognized tribe, follow Indian Child Welfare policies 

and procedures Chapter 6. Casework Activities for Court Proceedings for legal notification 

requirements to the parent, legal guardian, Indian custodian, tribes and Bureau of Indian Affairs. 

2. If recommending an in-home placement:  

1. Make reasonable efforts to notify the parent, legal guardian, or legal or Indian custodian 

of the date, time and location of the initial dependency hearing. 

2. Provide the parent, legal guardian or legal or Indian custodian with a copy of the 

dependency petition. 

3. Attend and present testimony at court hearings as needed. 

4. Make good faith efforts and document the efforts to comply with all court orders. If 

compliance is not possible:  

1. Consult with the supervisor and assigned AAG or attorney, and 

http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.050
http://app.leg.wa.gov/RCW/default.aspx?cite=26.44.056
http://app.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
http://www.k12.wa.us/ESEA/ESSA/pubdocs/ESEAof1965.pdf
https://www.dcyf.wa.gov/node/596
https://www.dcyf.wa.gov/node/897
https://www.dcyf.wa.gov/node/897


2. With the AAG or attorney, explore all available legal options, including any of 

the following:  

1. Revision 

2. Reconsideration 

3. Modification of the court order by agreement or order of the court 

3. If recommending an out-of-home placement and DCYF has legal authority of the child via an 

order to take the child into custody, protective custody, or an administrative hold:  

1. Schedule a shelter care hearing within 72-hours of the child being placed into DCYF 

custody, excluding Saturdays, Sundays and holidays. 

2. Make reasonable efforts as soon as possible to notify and provide the custodial and non-

custodial parent, legal guardian, or legal or Indian custodian with all of the following:  

1. The child has been taken into custody. 

2. Reasons why the child was taken into custody. 

3. General information about the childôs placement. 

4. Temporary Custody Notification to Parents form DCYF 09-731. This form is 

located on the DCYF CA intranet and contains information about parent's rights 

including their right to a shelter care hearing.  

5. A copy of the dependency petition and any court order authorizing the child to be 

placed into DCYF custody. 

3. Attend and present testimony at court hearings as needed. 

4. Make good faith, documented efforts to comply with all court orders. If compliance is not 

possible:  

1. Consult with the supervisor and assigned AAG or attorney, and 

2. Explore all available legal options, including any of the following:  

1. Revision 

2. Reconsideration 

3. Modification of the court order by agreement or order of the court 

5. Follow Placement Out-of-Home and Conditions for Return Home policy. 

6. Follow Interstate Compact on the Placement of Children (ICPC) policies when a child is 

placed out-of-state or placed in Washington State through the ICPC. 

7. If the child cannot be located and is not taken into CA custody, consult with your 

supervisor and AAG or attorney assigned to your office and continue efforts to locate 

according to DCYF 02-607 Guidelines for Reasonable Efforts to Locate Children and/or 

Parents. 

8. If the parent cannot be located:  

1. Continue efforts to locate according to DCYF 02-607 Guidelines for Reasonable 

Efforts to Locate Children and/or Parents. 

2. Contact your supervisor to use Support Enforcement Management System 

(SEMS) to help locate parents. See the SEMS Quick Help Guide on the DCYF 

CA intranet. 

3. Consult with the AAG and provide information needed for the publication 

process. RCW 13.34.080 

6. Follow the Limited English Proficiency (LEP) policy when working with a parent or child with LEP. 

7. Follow the Family Team Decision Making (FTDM) meeting policy. 

8. For children in shelter care status, follow Shelter Care Case Conference policy to provide an opportunity 

to develop and specify the expectations of CA and the parent, legal guardian, or legal or Indian 

custodian regarding the care and placement of the child.  

9. After a shelter care hearing  

1. If the court places the child into shelter care, verify that the court has entered an order 

authorizing continued shelter care within 30 calendar days of the childôs original placement date 

(OPD). 

https://www.dcyf.wa.gov/node/1408
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.080
https://www.dcyf.wa.gov/node/734
https://www.dcyf.wa.gov/node/586
https://www.dcyf.wa.gov/node/587


2. Notify the childôs parent, legal guardian, or legal custodian, Indian custodian and tribes of all 
court proceedings according to the local courtôs rules, and consult with the assigned AAG or 

attorney. 

3. Follow Notification of Court Hearings, Providing Reports to Court, and Information Sharing 

with Out-of-Home  policy and notify all licensed and unlicensed caregivers of the hearings at the 

same time as notice to the parent, legal guardian, or legal or Indian custodian. For emergency 

hearings, notice to caregivers should occur as soon possible. For the six-month review and 

annual permanency hearings, notice to caregivers should occur upon placement or as soon as 

possible. 

4. Provide written, telephone, or in-person notice to licensed and unlicensed caregivers of their 

right to be heard at proceedings. 

5. Complete the first court report no later than ten business days before the Dependency Disposition 

hearing or by the 60th day of the childôs OPD, whichever comes first. 

6. Contact the assigned AAG or attorney to schedule an administrative hearing or judicial 

determination for any case in which the child is in out-of-home care for more than 180 calendar 

days. 

7. If a child is returned home from shelter care a second time:  

1. Request a law enforcement officer to be present when the child returns home. The officer 

is required to file a report with DCYF confirming the child was returned, with 

documentation about what the officer observed according to RCW 13.34.065(8). 

2. The supervisor may also reconvene a multidisciplinary team meeting. 

10. Document the completion of and efforts to complete the following:  

1. Reasonable efforts to locate and notify parents, guardians, or legal or Indian custodians. 

2. Active efforts to locate and notify tribes, if applicable. 

3. Notification to all parents, guardians, or legal custodians, Indian custodians and tribes, if 

applicable, and caregivers of the times and location for all court hearings. 

4. Provision of discovery to the parents, legal guardians, or legal custodians, WaCASAs/GALs, 

legal counsel, and Indian custodian and tribes, if applicable. 

Forms 

Located on the CA intranet 

¶ Child Safety Framework 

¶ FamLink User Manuals 

¶ CPS Temporary Custody Notification form DCYF 09-731 

¶ Child Custody Transfer DCYF 10-157 (Protective Custody) 

¶ Placement Packet 

¶ Relative Framework 
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https://www.dcyf.wa.gov/node/1324
https://www.dcyf.wa.gov/node/1324
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https://www.dcyf.wa.gov/node/1324
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Approved by: Ross Hunter, Secretary 

 

Purpose 

Provide guidance to Department of Children, Youth, and Families (DCYF) caseworkers on the requirements for 

completing and filing court reports. Caseworks must provide the court and legal parties with objective, factual 

information about the circumstances leading to DCYF and court involvement in a familyôs life. The court report 

also provides: 

¶ A description of the case plan with documented parental input. 

¶ A summary on the parentôs progress in services. 

¶ The court with information about the case plan recommendations.   

¶ The court, parents, and caregivers with information about the status of the childôs safety, well-being, and 

permanency, and any services provided to the child. 

Scope 

This policy applies to DCYF child welfare employees. 

Laws 

RCW 13.34.120  Social study and reports made available at disposition hearing - Contents - Notice to parents. 

RCW 13.34.136  Permanency plan of care. 

RCW 13.34.138  Review hearings - Findings - Duties of parties involved - In-home placement requirements - 

Housing assistance. 

RCW 13.34.145  Permanency planning hearing - Purpose - Time limits - Goals - Review hearing - Petition for 

termination of parental rights - Guardianship petition - Agency responsibility to provide services to parents - 

Due process rights 

RCW 13.34.400  Child welfare proceedings - Placement - Documentation 

RCW 13.38.040  Definitions 

RCW 74.13.280  Client information. 

42 U.S.C. § 675  Definitions. 

Policy 

1. Caseworkers must:  

1. Develop the court report in consultation and in person whenever possible, with:  

1. Parents or legal guardians 

2. Children 12 years and older 

3. Indian childôs tribe 

4. Youth, 14 years or older, may identify up to two members of their case planning team, 

other than the caregiver or caseworker, to be part of the development of their court report. 

http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.120
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.136
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.138
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.145
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.400
https://app.leg.wa.gov/RCW/default.aspx?cite=13.38.040
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.280
https://www.ssa.gov/OP_Home/ssact/title04/0475.htm
https://app.leg.wa.gov/RCW/default.aspx?cite=13.38.040


Participants identified by the child or youth may be excluded if there is reason to believe 

the identified individuals would not act in the child or youthôs best interest. 

2. Include information outlined in the Court Report Mapping and Guidance Tool when completing 

the court report. 

3. Verify the following information is included in the court report when a child or youthôs parents 
or legal guardians are incarcerated:  

1. How the incarcerated parent or guardian will participate in case planning. 

2. The treatment services and resources available in the Department of Corrections (DOC) 

facility to meet the parent or legal guardianôs individual needs. 

3. A family time schedule or the reasons why family time is not in the best interest of the 

child. 

4. Obtain supervisor approval of the court report prior to distribution. 

5. Translate the court report into the primary language of the child and the childôs parent or legal 
guardian prior to distribution, when necessary. 

6. After redacting parent or legal guardian information from the court report, provide a copy to the 

childôs caregiver. 

2. For dependency cases, caseworkers must:  

1. File the approved court report in court and share with caregivers and legal parties to the case, 

including but not limited to:  

1. The parents or legal guardians 

2. The parent or legal guardianôs attorneys 

3. A child 12 years of age and older 

4. The childôs attorney 

5. The childôs guardian ad litem (GAL) or Court Appointed Special Advocate (CASA) 

6. The Indian childôs tribe 

2. Timeframes  

1. Submit:  

1. The initial court report no later than 10 business days before the dependency 

disposition hearing or by the 60th calendar day of the placement episode of a 

child, whichever date occurs first. 

2. The second court report six months from the beginning date of the placement 

episode or no more than 90 business days from the entry of the disposition order, 

whichever comes first. 

3. All subsequent court reports at six-month intervals throughout the life of a case to 

align with regularly scheduled review and permanency planning hearings. 

4. A court report at least 10 business days before a court hearing when a child or 

youth will be or has been placed in a Behavior Rehabilitation Services 

(BRS) Qualified Residential Treatment Program (QRTP). 

2. If the court report is submitted to the parties and their attorneys earlier than required, the 

next report is due no later than 10 business days prior to the next review or permanency 

planning hearing, or six months from the date of the last report completed, whichever 

date occurs first. 

3. Include in the court report copies of supporting documents regarding the child or family when a 

significant change occurs relevant to the case or when a child or youth is placed in a BRS QRTP. 

Documents include but are not limited to:  

1. Substance abuse treatment 

2. Mental health treatment 

3. Medical and behavioral health services updates 

4. Anger management classes 

5. Domestic violence classes 

6. Family time with a parent/child and sibling visits 

7. Psychological status of child and parent or legal guardian 

https://app.leg.wa.gov/RCW/default.aspx?cite=13.38.040
https://www.dcyf.wa.gov/node/1368
https://www.dcyf.wa.gov/node/1368


8. Physician report documenting injuries to a child 

9. School progress reports, including Individual Education Plans (IEP) 

10. Home study 

11. Licensing action 

12. Background check summaries 

13. BRS QRTP assessment 

4. Consult with the assigned assistant attorney general to determine whether a court report or 

caseworker declaration is appropriate when changes to the court order are requested by the 

department, other party, or for interim hearings. 

3. For children in out-of-home care on a Voluntary Placement Agreement (VPA):  

1. Caseworkers must provide the approved court report by the 60th calendar day of out-of-home 

placement to:  

1. The parents or legal guardians 

2. A youth 12 years of age and older 

3. The caregivers 

4. The Indian childôs tribe 

2. Court reports are not distributed to the court. 

4. Supervisors must approve and sign each completed court report. 

Resources 

Court report Mapping and Guidance Tool (Located on the CA Intranet) 

43092. Child Health and Education Tracking 

(CHET) 
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Purpose 

The Child Health and Education Tracking (CHET) program is responsible for identifying each childôs long-term 

needs at initial out-of-home placement by evaluating his or her well-being. The results of the evaluation are 

used to develop an appropriate case plan and assist in placement decisions.   

Scope 

This policy applies to Childrenôs Administration (CA) CHET screeners. 

Laws 

https://www.dcyf.wa.gov/4500-specific-services/4533-behavioral-rehabilitation-services
https://www.dcyf.wa.gov/node/1312
https://app.leg.wa.gov/RCW/default.aspx?cite=13.38.040
https://www.dcyf.wa.gov/user/511


PL 110-351 Fostering Connections to Success and Increasing Adoptions Act of 2008 

RCW 74.14A.050 Identification of Children in a State-assisted Support System 

Policy 

CHET screeners must: 

1. Evaluate all children in the care and custody of CA and who are expected to remain in care 30 days or 

more, within 30 days of the childôs original placement date.  This evaluation includes:  

1. Meeting with each child in-person to complete the CHET screen, unless the child is unavailable 

for an in-person meeting and the supervisor approves an exception to the in-person meeting. The 

reason for the exception must be documented in a case note. 

2. Assessing each child in the developmentally appropriate domain in accordance with the CHET 

Handbook. 

3. Obtaining information from sources such as parents, caregivers and teachers, when available. 

4. Documenting the long-term well-being needs of the child in the CHET Screening Report DCYF 

14-444. 

2. Follow the caseworker notification process in the CHET Handbook when a concern is identified during 

the screening process. 

3. Make the following referrals to:  

1. Early Support for Infants and Toddlers (ESIT) for children younger than three years old within 

two working days after a concern about the child's developmental delay is identified during the 

screening process. Referrals will be made in accordance with each region's ESIT protocol. 

2. Fostering Well-Being Care Coordination Unit (FWBCCU) to confirm Apple Health Core 

Connections eligibility and identify children who meet the medically fragile criteria. 

4. Provide and discuss the CHET Screening Report DCYF 14-444 to caregivers and the assigned 

caseworker within five days of completion. 

5. Document screening results and information gathered during the CHET screening process in the 

electronic documentation systems. 

6. Upload the CHET Screening Report DCYF 14-444 and all supporting documents into file upload in 

FamLink. 

7. Participate in shared planning meetings, when invited. 

Forms 

CHET Screening Report DCYF 14-444 

Resources 

CHET Handbook 

CHET Screening Report Instructions 

4310. Transitioning Youth for Successful Adulthood 
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http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.050
https://www.dcyf.wa.gov/forms?field_number_value=14-444&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-444&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-444&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-444&title=
https://www.dcyf.wa.gov/forms?field_number_value=14-444&title=
https://www.dcyf.wa.gov/user/511


Sunset Review Date: October 31, 2023 

Approved by: Jody Becker, Deputy Secretary Children and Families 

 

Purpose 

To provide direction and guidance to Department of Children, Youth, and Families (DCYF) child welfare 

employees on how to effectively engage, support, and prepare youth who are age 12 and older so that youth 

become successful in their transition to adulthood by: 

¶ Continuing to develop their life skills. 

¶ Having permanent connections. 

¶ Having a voice and can advocating for their needs. 

¶ Being able to seek out community resources. 

¶ Having access to continuing education and job readiness. 

Scope 

This policy applies to DCYF child welfare employees. 

Laws 

RCW 13.34.100  Appointment of attorney for child 

Chapter 71A RCW Developmental Disabilities 

RCW 74.13.031 Duties of department - child welfare services            

RCW 74.13.341 Transition plan - Qualification for developmental disability services 

RCW 74.13.540 Independent Living Services 

RCW 74.14A.020 Services for emotionally disturbed and mentally ill children, potentially dependent children, 

and families-in-conflict. 

42 U.S.C.  677 John H. Chafee Foster Care Independent Living Act 

PL 106-169 John H. Chafee Foster Care Independent Living Act 

PL 112-34 Child and Family Services Improvement and Innovation Act 

PL 113-183 Preventing Sex Trafficking and Strengthening Families Act 

Policy 

Caseworkers must: 

1. Throughout the life of a case:  

1. Encourage youth engagement by:  

http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.100
https://apps.leg.wa.gov/rcw/default.aspx?Cite=71A
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.341
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.540
https://app.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
https://www.ssa.gov/OP_Home/ssact/title04/0477.htm
https://www.ssa.gov/OP_Home/comp2/F106-169.html
http://www.ssa.gov/OP_Home/ssact/title04/0440.htm
https://www.congress.gov/113/plaws/publ183/PLAW-113publ183.pdf


1. Including them in discussions when assessing their physical and behavioral health, dental 

care, safety, and well-being during monthly visits. Refer to the Caseworker Health and 

Safety Visits with Child Guide for additional information. 

2. Involving them in case planning and decision making, and encouraging them to voice 

their opinions. 

3. Providing services and resources to address life skills, education, health, and 

employment. 

4. Following the Indian Child Welfare (ICW) Policies and Procedures when the youth is or 

may be a member, or is the biological youth of a member and eligible for membership in 

a federally recognized tribe. 

5. Providing culturally responsive resources and supports which address their needs per the 

Supporting LGBTQ+ Identified Children and Youth policy. Needs may include:  

1. Race 

2. Ethnicity 

3. Sexual orientation 

4. Gender identity 

5. Gender expression 

6. Ability  

2. Follow the Educational Services and Planning: Early Childhood Development, K-12 and Post-

Secondary policy to support school success by reviewing education progress, available supports, 

as needed, and possible scholarships.  

3. When a youth is dependent:  

1. Complete a family assessment and case plan in partnership with the youth, family, 

community partners, and the tribe, if applicable. 

2. Court report development  

1. Complete the Comprehensive Family Evaluation (CFE) using the Court Report 

Mapping and Guidance document.  

2. Gather information and input from:  

1. Health and Safety Visits 

2. Shared Planning Meeting (SPM) 

3. The youth and individuals known to them, to include but not limited to:  

1. Two identified supports 

2. Caregivers 

3. Parents and other family members, when appropriate 

4. Independent Living Services (ILS) providers or other providers 

working with the youth 

5. Tribal representative, if applicable 

6. Education professionals and advocates 

7. Missing from care locators 

4. Include the following information about the:  

1. Caregiverôs use of prudent parenting. 

2. Youthôs perspective on their permanent plan. 

3. Youthôs activities, to include, but not limited to:  

1. Normal childhood activities 

2. Cultural activities 

3. Progress in services 

4. Transitional and permanency goals 

5. Identified activities to promote independence, etc. 

3. Verify that:  

1. Permanency planning efforts are occurring.  

1. For youth up to age 18, efforts include:  

1. Non-Parental Custody 

https://www.dcyf.wa.gov/node/870
https://www.dcyf.wa.gov/node/1427
https://www.dcyf.wa.gov/node/1300
https://www.dcyf.wa.gov/node/1300
https://www.dcyf.wa.gov/node/581
https://www.dcyf.wa.gov/node/1436
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/sites/default/files/pubs/22-533.pdf


2. Guardianship 

3. Adoption 

4. Reunification 

5. Permanent Connections 

2. For youth ages 18 through 20, this includes the ongoing review of their 

Transition Plan and identifying permanent connections. 

2. SPMs are held at the required timeframes per the Guide to Shared Planning 

Meetings DCYF 22-1688 publication. 

4. Long Term Foster or Relative Care Agreements are not a permanent plan. If these are the 

proposed plans, follow the Permanent and Concurrent Planning policy.  

5. Refer youth to the following service providers or community resources:  

1. Developmental Disability Administration (DDA) when a youth may be eligible 

for developmental disability (DD) services. Services for the youth may extend 

beyond the age of 18.  

2. Designated mental health provider for a Wraparound Intensive Screen (WISe) 

screen when a youth has complex behavioral health needs, per the WISe policy. 

3. Apple Health Core Connections (AHCC) care coordinator to access all Medicaid 

covered benefits, e.g., Substance Abuse Disorder, counseling, primary health care 

services, and reproductive health services. 

6. If youth have complex or high-level service needs, coordinate with the Regional BRS 

program manager to see if BRS Services are appropriate, per BRS policy. 

7. Follow the Youth Missing from Care policy when dependent youth run from their out-of-

home placement to quickly locate them, address their reasons for leaving, and develop a 

run prevention plan.  

8. Verify the Commercially Sexually Exploited Child (CSEC) Screening DSHS 15-476 

form located on the DCYF intranet is completed when required in the CSEC policy. 

9. Verify the unique needs of a pregnant or parenting youth are addressed per the Pregnant 

and Parenting policy. 

2. Complete the following activities for youth:  

1. Ages 12 through 18 years 

If a parent whose parental rights are terminated contacts DCYF, the Guardian ad Litem (GAL), 

or attorney about reinstating their parental rights, notify the dependent youth of their right to 

petition the court per the Reinstatement of Parental Rights policy. 

2. Ages 12 through 20 years  

1. Discuss youthôs right to an attorney if one is not already assigned. If the youth declines, 
continue to ask them if they want an attorney whenever a motion or petition is filed that 

affects their placement, services, or familial relationships. 

2. Document youthôs decision to request or decline an attorney in case notes and the court 

report. 

3. Provide a hard or electronic copy of the "Your Rights, Your Life: A Resource for Youth 

in Foster Care" booklet annually to youth and discuss with them in an age appropriate 

manner. 

4. Review the Rights of Children Foster Care DCYF 09-127 form annually with the youth 

and request for them to sign. Provide a copy to them and upload a copy into FamLink. 

3. Ages 14 through 20 years  

1. Credit Reports  

1. Assist youth in obtaining and reviewing their consumer credit report annually 

through www.annualcreditreport.com. 

2. Review the credit report with the youth and identify any discrepancies. If 

discrepancies are identified, assist the youth in contacting the nationwide 

consumer credit reporting company that provided the credit report. Follow dispute 

instructions at each of the following websites:  

https://www.dcyf.wa.gov/node/1321
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/node/1303
https://www.dshs.wa.gov/dda
https://www.hca.wa.gov/assets/free-or-low-cost/wise-referral-contact-list-by-county.pdf
https://www.dcyf.wa.gov/node/1376
https://www.coordinatedcarehealth.com/
https://www.dcyf.wa.gov/node/1353
https://www.dcyf.wa.gov/node/1368
https://www.dcyf.wa.gov/node/1380
https://www.dcyf.wa.gov/node/582
https://www.dcyf.wa.gov/node/1309
https://www.dcyf.wa.gov/node/1309
https://www.dcyf.wa.gov/node/1393
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/node/1315
https://www.dcyf.wa.gov/sites/default/files/pubs/CWP_0030.pdf
https://www.dcyf.wa.gov/sites/default/files/pubs/CWP_0030.pdf
https://www.dcyf.wa.gov/forms?field_number_value=09-127&title=
http://www.annualcreditreport.com/


1. Equifax - www.investigate.equifax.com 

2. Experian - www.experian.com 

3. TransUnion - www.transunion.com 

3. Document these discussions with the youth in FamLink and in the court report. 

2. Follow the SPM policy. During the SPM:  

1. In addition to inviting other SPM participants identified in the Guide to Shared 

Planning Meetings DCYF 22-1688, ask the youth to identify at least two support 

persons to attend the meeting who are not the caseworker or caregiver.  

1. One of the support persons selected may be designated to be the youthôs 
advocate when discussing normal childhood activities under the 

reasonable prudent parenting standard. 

2. Any support person identified by the youth must be able to act in the 

youthôs best interest. If the caseworker or tribal agency has good cause to 

believe the youthôs identified support person is not acting in the best 

interest, that person may be asked to leave the meeting. 

2. Discuss services and activities needed to support the youth and their transition to 

adulthood. Topics must include:  

1. Education 

2. Employment 

3. Housing 

4. Health insurance 

5. Mentors and continuing supports 

6. Independent living (IL) goals 

3. Document the services and activities in the Shared Planning DCYF 14-474 form 

and include in the development of the court report. 

4. Provide a copy of the Shared Planning DCYF 14-474 form to the shared planning 

participants. 

4. Ages 15 through 20 years  

1. Casey Life Skills Assessment (CLSA)  

1. Assist the youth annually to complete the CLSA located on the Casey Life Skills 

Secure Force website. ILS providers may be available to also assist the youth in 

completing the form. Contact your local office IL coordinator to see if this service 

is available. 

2. Enter the CLSA completion date on the assessment tab of the IL page. 

3. Upload the completed CLSA in FamLink. 

4. Review and discuss the CLSA during the SPM and the development of the 

youthôs court report and transition plan. 

2. ILS  

1. Discuss ILS with dependent youth placed out-of-home for a minimum of 30 days 

and their caregiver. 

2. If the youth is interested in participating in ILS services, email a completed 

Independent Living Services Referral form in FamLink to the local provider or to 

the regional transition services lead depending on the regionôs protocol. 

3. If the youth declines ILS or the IL contracted provider is at capacity:  

1. Provide community resources, activities, and supports to help them 

increase their IL skills. 

2. Continue to offer ILS. 

3. Document any National Youth in Transition Database (NYTD) elements provided to the 

youth including discussions and activities relating to ILS and transitional needs of the 

youth in the NYTD section of the IL page in FamLink. 

http://www.equifax.com/answers/correct-credit-report-errors/en_cp
http://www.experian.com/
http://www.transunion.com/
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=Guide+to+shared+planning&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=Guide+to+shared+planning&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/sites/default/files/pubs/22-533.pdf
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/node/1315
https://caseylifeskills.secure.force.com/
https://caseylifeskills.secure.force.com/
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/1315


4. Follow the Washington State Identicard, Instruction Permit and Personal Driver License 

for Foster Youth policy for youth to obtain a state issued photo identification card, 

Instruction Permit, and Personal Driver License. 

5. Ages 16 through 20 years  

1. Coordinate with the local school district in the development of the Special Education 

Transition Plan for any youth receiving special education services per the Education 

Services and Planning: Early Childhood Development, K-12 and Post-Secondary policy. 

2. Discuss the youthôs interest in reconnecting with their biological family. This includes 

discussing skills and strategies to safely reconnect with any identified family member and 

provide guidance and services to assist the youth. These can occur during SPM, health 

and safety visits, etc. 

3. Discuss and provide written information about the EFC Program during health or safety 

visits, SPM, etc. 

6. Ages 17 through 20 years:  

1. Follow Transition Plan (for Dependent Youth 17 through 20 Years) policy. 

2. Verify the Transition Plan for Youth Exiting Care DCYF 15-417 form is completed 90 

calendar days before they exit either:  

1. Foster care and turns age 18. 

2. The EFC Program. 

3. Prior to the youthôs 18th birthday or throughout the life of the case as needed, provide the following 
items and information to the youth:  

1. Certified or original birth certificate. 

2. Social Security card. 

3. State issued photo identification. 

4. Copies of all medical and education records. 

5. Health insurance card. 

6. A copy of the Dependent / Ward of the Court Verification Letter DCYF 09-056 to prove they 

were previously in foster care. 

7. Verify youth have a state issued photo identification card. 

Forms 

CA Caseworker Health & Safety Visits with Child Guide (located on the DCYF CA intranet) 

Casey Life Skills Assessment (CLSA) 

Dependent / Ward of the Court Verification Letter DCYF 09-056 

Independent Living Services Referral DCYF 15-353 (located on the DCYF CA intranet) 

Rights of Children and Youth in Foster Care DCYF 09-127 

Shared Planning DCYF 14-474 (located on the DCYF CA intranet) 

Transition Plan for Youth Exiting Foster Care DCYF 15-417 (located on the DCYF CA intranet) 

Resources 

Adolescent DCYF intranet page  

Caseworker Guide to Transition Planning for Youth 

https://www.dcyf.wa.gov/node/1320
https://www.dcyf.wa.gov/node/1320
https://www.dcyf.wa.gov/node/1300
https://www.dcyf.wa.gov/node/1300
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/1321
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/forms?field_number_value=09-056&title=
https://caseylifeskills.secure.force.com/
https://www.dcyf.wa.gov/forms?field_number_value=09-056&title=
https://www.dcyf.wa.gov/forms?field_number_value=09-127&title=
https://www.dcyf.wa.gov/sites/default/files/pubs/22-1313.pdf


Guide to Shared Planning Meetings DCYF 22-1688 

Independent Living referral E-Learning FamLink training 

The Driverôs Assistance Program 

Your Rights, Your Life: A Resource for Youth in Foster Care Booklet 

Washington Stateôs Programs for Foster Youth: Independent Living, Transitional Living, and Education and 

Training Voucher 

43103. Washington State Identicard, Instruction 

Permit and Personal Driver License for Foster 

Youth 

43103. Washington State Identicard, Instruction Permit and Personal Driver License for Foster Youth 

sarah.sanchez Wed, 08/22/2018 - 23:57  

Approval : Connie Lambert-Eckel, Acting Assistant Secretary 

Original Date: June 12, 2008 

Revised Date:   July 1, 2018 

Sunset Review:  June 1, 2021 

 

Purpose 

Assist the youth in obtaining a state issued photo identification card prior to their 18th birthday. Photo 

identification helps the youth participate in normal adolescent activities and prepare for adulthood is required 

for opening a bank account, applying for a job seeking, housing, driving instruction permit, or personal driver 

license. 

Scope 

This policy applies to Division of Children and Family Services staff. 

Laws 

RCW Chapter 13.34 Dependency and Termination of Parent-Child Relationship 

RCW 74.13.283 Washington state Identicards ï Foster Youth 

RCW 74.13.710 Out-of-home careðChildhood ActivitiesðPrudent Parent Standard 

Policy 

https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=Guide+to+shared+planning&field_program_topic_value=All&field_languages_available_value=All
https://www.treehouseforkids.org/our-services/drivers-assistance/
https://www.dcyf.wa.gov/sites/default/files/pubs/CWP_0030.pdf
https://www.dcyf.wa.gov/sites/default/files/pubs/22-1161.pdf
https://www.dcyf.wa.gov/sites/default/files/pubs/22-1161.pdf
https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.283
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.710


1. All youth must have a state issued photo identification card prior to his or her 18th birthday. 

2. To request a WA state Identicard, instruction permit or personal driver license:  

1. All requests for a Washington state Identicard must be submitted to Department of Licensing 

(DOL) on the Request for Washington State Identicard form DSHS 11-077. This is a 

standardized form approved by DOL and cannot be altered. 

2. The youth must be accompanied to the DOL office by the one of following persons to obtain his 

or her Identicard:  

1. Caseworker; 

2. Caregiver; 

3. Contracted Independent Living (IL) case manager; or 

4. Other adult designated by the caregiver 

3. All youth must have a Washington State Identicard Request form DSHS 11-077 in DOLôs 

system before DOL will process a request for an instruction permit or personal driver license. 

4. All requests for an instruction permit or personal driver license must be submitted on the Request 

for Washington State Instruction Permit or Personal Driver License form DSHS 02-636. This is a 

standardized form approved by DOL. It must be fully completed and cannot be altered. 

5. Youth and caregivers must follow DOL instructions when obtaining an Identicard, instruction 

permit or personal driver license. 

3. To request an Enhanced WA state Identicard (EID) or Enhanced driver license (EDL):  

1. Verify the youth currently has a valid form of identification (WA state Identicard or Tribe issued 

identification card. 

2. Obtain a court order that specifically:  

1. Authorizes the issuance of an enhanced WA state Identicard or personal driver license; 

and 

2. Identifies the name of the authorized caregiver. 

3. Assist the youth and caregiver in planning and preparing for the EID or EDL, this includes but 

not limited to:  

1. Reviewing and discussing the requirements outlined on the DOL website. Youth and 

caregivers must follow DOL instructions when obtaining an EID or EDL; 

2. Obtaining required documents for the youth; and 

3. Locating local Enhanced DOL offices, as not all DOL offices process EID or EDL. 

4. Inform the authorized caregiver that they must:  

1. Accompany the youth to the local DOL office; and 

2. Be prepared to provide valid identification of themselves. 

Procedures 

1. When requesting a WA state Identicard, the caseworker must:  

1. Complete the WA state Identicard form DSHS 11-077 and attach a 2.5 in. by 3 in. color 

photograph of the youth based on DOLôs photo standards:  

1. A full face view of the youth directly facing the camera. 

2. The youthôs head from the top of the head to the tip of the chin and side. Ears are not 

required to show. 

3. No hair (including bangs) across the eyes. 

4. No hats, glasses, hoodies or other items that obscure the face. 

2. Submit the original completed WA state Identicard form DSHS 11-077 to DOL in one of the 

following ways:  

1. First class mail to: 

Department of Licensing 

Attn:  License Integrity Unit 

PO BOX 9029 Olympia WA 98507-9029 

Attn: Driver Examining Foster Care Kids 

http://www.dol.wa.gov/driverslicense/steps.html
http://www.dol.wa.gov/driverslicense/edl.html
http://www.dol.wa.gov/driverslicense/edlget.html
http://www.dol.wa.gov/driverslicense/edlget.html
http://www.dol.wa.gov/driverslicense/edlofcs.html


2. Scan and email to: DOLDSDSHSLETTER@DOL.WA.GOV   

1. Send the form as an attached Word document or Adobe only. 

2. Include in the subject line of the email the last name, first name, middle initial and 

date of birth of the youth. 

3. Do not leave any spaces between each section. For example John L. Doe born 

01/01/1988 would be DoeJohnL010188. 

3. In-person when accompanying the youth to the local DOL office. Caseworkers will be 

required to show CA identification. 

3. Provide the youth with a copy of the completed WA state Identicard form DSHS 11-077 and 

place a  completed copy in the youth's file. 

2. The caseworker must assist the youth in obtaining the Identicard when the form is mailed or 

electronically submitted. This includes:  

1. Coordinating with the caregiver or contracted IL case manager to determine who is taking the 

youth to the local DOL office if the caseworker is not accompanying the youth. 

2. Explaining the steps for obtaining an Identicard at the local DOL office to the youth. This 

includes the informing the youth to bring a copy of the completed Identicard request form. 

3. Informing the youth when they can obtain their Identicard based on the timeframes listed below:  

1. After three business days if the form was electronically submitted. 

2. After seven business days if the form was mailed. 

3. The youth will have up to 60 calendar days to go to the local DOL office to request the 

Identicard. 

4. After 60 days the caseworker will need to submit a new request. 

4. The caseworker must discuss the procedures in section 2.ii and 2.iii with either the caregiver or 

contracted IL case manager when the caseworker is not accompanying the youth. 

3. When requesting an Instruction Permit or Personal Driver License, the caseworker must:  

1. Verify the youth has a WA state Identicard. If the youth does not have an Identicard.  

1. Complete the WA state Identicard form DSHS 11-07 process outlined in procedure 

section 1.a. 

2. Submit the completed identicard form with  the Instruction Permit or Personal Driver 

License form DSHS 02-636. 

2. Submit the original completed Request for Washington State Instruction Permit or Personal 

Driver License form DSHS 02-636 to DOL in one of the following ways:  

1. First class mail to: 

Department of Licensing 

Attn:  License Integrity Unit 

PO BOX 9029 Olympia WA 98507-9029 

2. Scanned and emailed to: 

DOLDSDSHSLETTER@DOL.WA.GOV  

1. Send the form as an attached word or adobe document only. 

2. Include in the subject line the last name, first name, middle initial and date of 

birth of the youth. 

3. Do not leave any spaces between each section. For example John L. Doe born 

01/01/1988 would be DoeJohnL010188. 

3. If the Identicard request is being submitted electronically at the same time as the 

instruction permit or personal driver license request, combine the documents into one 

attachment before sending them to DOL. 

3. Inform the youth when they can go to the DOL office to obtain the instruction permit or personal 

driver license based on the timeframes listed below:  

1. After three business days if the form was electronically submitted. 

2. After seven business days if the form was mailed. 

3. The youth will have up to 60 calendar days to go to the local DOL office to request the 

instruction permit or personal driver license. 



4. After 60 days the caseworker will need to submit a new request 

4. Provide the youth and or caregiver with a copy of the completed Request for Washington State 

Instruction Permit or Personal Driver License form DSHS 02-636. 

5. Retain a signed copy in the case file. 

Forms 

Request for ñIdenticardò form DSHS 16-029 reduced fee (Located on the ASD forms drive) 

Request for Washington State Identicard form DSHS 11-077 (Located on the CA Intranet) 

Request for Washington State Instruction Permit or Personal Driver License form DSHS 02-636 (Located on 

the CA Intranet) 

Resources 

Caregiver Guidelines for Foster Childhood Activities 

Washington State Identicard Q&A (Located on the CA Intranet) 

43104. The Transition Plan (for Dependent Youth 17 

through 20 Years) 

43104. The Transition Plan (for Dependent Youth 17 through 20 Years) sarah.sanchez Thu, 08/23/2018 - 00:00  

Original Date: October 4, 2010 

Revised Date: October 31, 2019 

Sunset Review Date: October 31, 2023 

Approved by: Jody Becker, Deputy Secretary of Children and Families 

 

Purpose 

To provide direction to Department of Children, Youth, and Families (DCYF) child welfare employees in 

supporting youth in the development of a transition plan that prepares them for a successful transition into 

adulthood. This policy applies to dependent youth ages 17 through 20 years and who are placed in out-of-home 

care more than 30 calendar days. 

Scope 

This policy applies to DCYF child welfare employees. 

Laws 

RCW 74.13.031 Provide Independent Living Services to Youth 

RCW 74.13.341 Transition plan - Qualification for developmental disability services 

https://www.dshs.wa.gov/SESA/publications-library?combine&field_program_topic_value=All&field_job__value=22-533&field_language_available_value=All
https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.341


RCW 74.13.540 Independent Living Skills 

42 U.S.C.  677 John H. Chafee Foster Care Independent Living Act 

PL 113-183  Preventing Sex Trafficking and Strengthening Families Act 

Policy 

Caseworkers must: 

1. Begin transition planning for youth age 14 and older and follow Transitioning Youth for Successful 

Adulthood policy to effectively engage, support, and prepare youth for adulthood.   

2. Follow the Shared Planning Meeting (SPM) policy, even when youth are missing from care. For youth 

between the ages 17 and 17.5, invite participants at least five calendar days prior to the SPM, when 

possible. Participants must include:  

1. Individuals identified in the Guide to Shared Planning Meetings DCYF 22-1688 publication. 

2. Youthôs two support persons. 

3. Representatives from the:  

1. Behavioral Health Administration 

2. Developmental Disabilities Administration (DDA) 

3. Economic Services Administration 

4. Rehabilitation Division 

5. Independent Living (IL) Program 

3. Completing The Transition Plan  

1. Conduct a Multidisciplinary Meeting (17.5 Staffing) when the youth is between ages 17 and 17.5 

per the SMP policy. During this meeting:  

1. Complete the Transition Plan for Youth Exiting Care DCYF 15-417 in the IL pages in 

FamLink and include all of the following information:    

1. Education 

2. Employment 

3. Housing 

4. Health Insurance 

5. Local opportunities for mentors and continuing support 

6. Work force supports and employment services 

2. Discuss and provide written information about the EFC Program. 

3. Discuss the importance of obtaining a Durable Power of Attorney for Health Care. 

4. Explain to the youth how to access their case record after exiting care. 

5. Obtain the youthôs signature on the Transition Plan for Youth Exiting Care DCYF 15-417 

form and provide a copy to the youth and upload a copy in FamLink. If a child is missing 

from care, share the plan with the youth when they return and update it with their input. 

6. Attach the form to the court report:  

1. When submitting a request to dismiss the youthôs dependency at age 18. 

2. At each youthôs court review hearing if participating in the Extended Foster Care 

(EFC). 

3. When submitting a request to dismiss the youthôs dependency from the EFC 

program. 

7. Assist the youth in applying for developmental disability (DD) services from DDA if 

they are eligible for DD services beyond age 18. 

2. Review the Transition Plan during the monthly health and safety visits and SPMs with the youth 

up until they exit foster care at age 18 or the EFC program. Follow-up on any uncompleted tasks 

identified in the transition plan and update if needed. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.540
https://www.ssa.gov/OP_Home/ssact/title04/0477.htm
https://www.congress.gov/113/plaws/publ183/PLAW-113publ183.pdf
https://www.dcyf.wa.gov/node/1317
https://www.dcyf.wa.gov/node/1317
https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=Guide+to+shared+planning&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/node/1322
http://www.uslivingwillregistry.com/
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/node/1322
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/node/585


3. Documentation in FamLink  

1. Document a SPM was held using the Shared Planning DCYF 14-474 form. 

2. Document the Transition Plan for Youth Exiting Care DCYF 15-417 in the Independent 

Living page was provided to the youth, including all the information and documents. 

3. Upload the signed Transition Plan for Youth Exiting Care DCYF 15-417 form. 

Forms 

Request for DCYF Records DCYF 17-041A 

Request for DDA Eligibility Determination DSHS 14-151 

Shared Planning DCYF 14-474 

Transition Plan for Youth Exiting Care DCYF 15-417 

Resources 

Guide to Shared Planning Meetings DCYF 22-1688 

Independent Living Quick Help Guide (located on the DCYF CA intranet) 

Monthly Health & Safety Visits Child Checklist (located on the DCYF CA intranet) 

17.5 Transition Staffing Q & A (located on the DCYF CA intranet) 

Caseworker Guide to Transition Planning for Youth DCYF 22-1313 

US Registry 

43105. Extended Foster Care (EFC) Program 

43105. Extended Foster Care (EFC) Program sarah.sanchez Thu, 08/23/2018 - 00:01  

Original Date:  June 22, 2011 

Revised Date: July 1, 2019 

Sunset Review Date:  July 31, 2023 

Approved by:  Ross Hunter, Secretary 

 

Purpose  

The Extended Foster Care (EFC) Program is a voluntary program established to support eligible youth ages 18 

through 20 in a successful transition to independence. 

Scope 

https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/forms?field_number_value=17-041&title=
https://www.dshs.wa.gov/fsa/forms?field_number_value=14-151&title
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/publications-library?field_publication__value=22-1688&combine=Guide+to+shared+planning&field_program_topic_value=All&field_languages_available_value=All
https://www.dcyf.wa.gov/sites/default/files/pubs/22-1313.pdf
http://www.uslivingwillregistry.com/
https://www.dcyf.wa.gov/user/511


This policy applies to child welfare employees. 

Laws 

RCW 13.34.267 Extended Foster Care Services, Maintenance of Dependency Proceedings, Placement Care of 

Youth, Appointment of Counsel, Case Plan 

RCW 13.34.268 Extended Foster Care Services, Voluntary Placement Agreement, Decline, Petition for 

Dependency 

RCW 74.13.020 Definitions 

RCW 74.13.031 Duties of Department, Child Welfare Services, Children's Services Advisory Committee 

RCW 74.13.336 Extended Foster Care Services 

RCW 74.15.020 Definitions 

PL 110-351 Fostering Connections to Success and Increasing Adoptions Act 2008 

Policy 

1. Eligibility  

1. EFC services, including placement resources, must be provided to eligible dependent youth. To 

be eligible for the EFC program, legally dependent youth, on their 18th birthday, must meet one 

of the following eligibility criteria:  

1. Enrolled in high school or a high school equivalency program; 

2. Enrolled, has applied for, or can show intent to timely enroll in a post-secondary 

academic or post-secondary vocational certification program; 

3. Participating in a program or activity designed to promote or remove barriers to 

employment, including part-time employment; 

4. Employed 80 hours or more a month; or 

5. Unable to engage in any of the above activities due to a documented medical condition. 

2. The following youth may be eligible if they meet the eligibility criteria above in 1.a. and are:  

1. In the custody of Juvenile Rehabilitation (JR), Department of Corrections (DOC), county 

detention, or jail. 

2. A tribal dependent youth, if the tribeôs code defines ñchildò up the age of 21. 

3. A dependent youth living out of state. 

3. Caseworkers must verify and document the youth meet the eligibility criteria on the FamLink 

EFC Eligibility page, prior to enrollment and for every subsequent court review.  

1. If a youth has a documented medical condition, including a diagnosed developmental 

disability, preventing them from participating in any of the EFC eligibility criteria listed 

in policy section 1(a.) (i.-iv.), document and upload the medical condition documentation 

received from the licensed medical providers in the following pages in FamLink:  

1. Health/Mental health, 

2. Court Report 

3. EFC Eligibility 

2. If the youth has a temporary medical condition:  

1. Document the medical condition in FamLink and verify the youthôs continued 
EFC eligibility during monthly health and safety visits. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.267
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.268
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.336
http://app.leg.wa.gov/RCW/default.aspx?cite=74.15.020
https://www.gpo.gov/fdsys/pkg/PLAW-110publ351/pdf/PLAW-110publ351.pdf
https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4420-health-and-safety-visits-children-and-monthly-visits-caregivers


2. Review the medical documentation from the licensed health care providers to 

determine if additional or updated information is needed. 

3. Update documentation to reflect participation in one of the activities identified in 

policy section 1(a.) (i.-iv.), when temporary medical conditions are resolved. 

4. Youth can transition between eligibility categories, but it must be documented in a case note in 

FamLink. 

2. EFC Enrollment  

1. Eligible youth must elect to participate in the EFC program:  

1. Starting on their 18th birthday; or 

2. Prior to their 21st birthday. 

2. Caseworkers must:  

1. Follow Department of Children, Youth, and Families (DCYF) policies for conducting 

shared planning meetings and a Multidisciplinary Meeting (17.5 staffing) to engage 

youth, and any supports identified by the youth, in their decision to enroll in EFC. 

2. Coordinate with the Developmental Disabilities Administration (DDA), Court Appointed 

Special Advocate (CASA) or Guardian Ad Litem (GAL), attorneys, and the court to 

assist DDA eligible youth with the decision to enroll in the EFC program. 

3. Coordinate with JR when enrolling JR youth in EFC. 

4. Document the youthôs decision to participate in the EFC within the FamLink Eligibility 

page. 

5. Complete the Extended Foster Care Participation Agreement DCYF 10-432 form, with 

youth electing to participate on their 18th birthday. This includes:  

1. Obtaining the youthôs signature. 

2. Providing the signed Extended Foster Care Participation Agreement DCYF 10-

432 form to all parties involved and to the court. 

3. Uploading the signed Extended Foster Care Participation Agreement DCYF 10-

432 form into FamLink. 

6. Request the court dismiss the youthôs dependency on their 18th birthday, if they elect not 

to participate in the EFC program. Once the case has been dismissed, end the placement 

episode in FamLink. 

3. EFC Enrollment or Re-enrollment Prior to the Youthôs 21st Birthday  

1. Any youth requesting to enroll in EFC for the first time or re-enter the EFC program after having 

their dependency dismissed, must:  

1. Have been dependent on their 18th birthday. 

2. Meet one of the eligibility criteria in policy section 1(a) (i.-v.). 

3. Sign an Extended Foster Care Services Voluntary Placement Agreement (VPA) DCYF 

form 15-431 and agree to entry of a dependency order within 179 days. 

4. Sign an Extended Foster Care Participation Agreement form DCYF 10-432. 

2. Eligible youth, including youth in the custody of juvenile rehabilitation, department of 

corrections, county detention, or jail, may enroll and exit the EFC program an unlimited number 

of times prior to their 21st birthday. 

3. If the youthôs dependency was dismissed and the youth is requesting EFC enrollment for the first 
time or re-enrollment, the caseworker must:  

1. Connect youth to an intake worker so they may request EFC services or verify an intake 

has been created on their behalf. The intake must be assigned to the local office in the 

nearest area where the youth currently resides. 

2. Contact the youth requesting EFC within 10 calendar days of the date of intake. 

Determine and document program eligibility on the EFC Eligibility page in FamLink. 

3. If youth are determined eligible for EFC:  

1. Obtain the youthôs signature on the Extended Foster Care Services Voluntary 

Placement Agreement (VPA) DCYF form 15-431. Upload the signed VPA in 

FamLink. 

https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/4310-services-adolescents/43104-transition-plan-dependent-youth-17-through-20-years
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-431&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-431&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-431&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-431&title=


2. Obtain the youthôs signature on the Extended Foster Care Participation 

Agreement DCYF 10-432 form. 

3. Notify the assistant attorney general within 90 days of the youth returning to care, 

once the VPA is signed. 

4. File and establish a non-minor dependency action within 179 days from date the 

VPA was signed. VPAs cannot exceed 179 days. 

5. Update the existing or create a new transition and case plan with the youth prior 

to the first court review hearing. 

4. If youth are determined not eligible for EFC:  

1. A youth is only denied access to the EFC program when they:  

1. Were not dependent on their 18th birthday. 

2. Do not meet any of the eligibility criteria, in policy section 1(a.)(i.-v.), at 

the time of their request; 

3. Are 21 years old or older. 

2. Staff the case with the EFC regional lead prior to sending the EFC denial letter. 

3. Send the youth an EFC Denial Letter DCYF 06-165 within 10 calendar days of 

DCYFôs denial decision. 

4. Case Planning and Service Provision 

Caseworkers must:  

1. Provide written information about the EFC program to youth between the ages of 17 and 17.5, at 

the 17.5 year-old shared planning meeting. 

2. Document in a case note in FamLink and in the court report that the youth has been provided 

information about the EFC program prior to their 18th birthday. 

3. Provide youth, including youth who are in the custody of JR, DOC, county detention, or jail the 

following:  

1. Monthly health and safety visits, whether placed in-state or out-of-state. 

2. Regular court hearing reviews. 

3. Case planning activities, including shared planning meetings, which must cover:  

1. A current Transition Plan for Youth Exiting Care DCYF 15-417 form, that is 

updated and attached to the court report. 

2. A case plan focusing solely on the youth, because, as a legal adult, the youth 

becomes the only party to the case. 

3. A case plan that assesses the following:  

1. The youth is safe in their placement; 

2. The youth continues to be eligible for EFC; 

3. The current placement is developmentally appropriate; 

4. The youth is developing independent living skills; and 

5. The youth is making progress towards transitioning to full independence 

within their ability. 

4. The case plan must also include the youths progress in the following areas:  

1. Education 

2. Employment 

3. Workforce supports and employment services 

4. Local opportunities for mentors and continuing support 

5. Health insurance (Apple Health Core Connections) 

6. Housing 

7. Identification and support of permanent connections 

8. If DDA eligible, the transition plan to adult DDA services once the youth 

exits EFC 

4. Services tailored to meet their transition needs while participating in the program. This 

includes participating in discharge or release planning and identification of post release 

supports for youth who are in the custody of JR, DOC, county detention, or jail. 

https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=06-165&title=
https://www.dcyf.wa.gov/node/1333
https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=


5. Referrals to community services within the youthôs community. 

6. Referrals for a Wraparound Intensive Services (WISe) screen when youth have complex 

behavioral health needs per Wraparound with Intensive Services (WISe) policy. 

7. Assistance obtaining and reviewing a copy of their consumer credit report annually per 

policy Transitioning Youth to a Successful Adulthood. 

8. Assistance when the youthôs foster care placement or Supervised Independent Living 

(SIL) setting disrupts. This includes:  

1. Assisting youth in locating another foster home or SIL placement, and 

2. Referring youth to other resources and supports. 

9. Develop or update the transition plan to include all of the case plan elements no more 

than 90 days prior to the dismissal of the EFC case. The plan must be attached to the 

court report. 

4. Request court dismissal of the dependency when youth:  

1. Are not eligible on their 18th birthday. 

2. Are eligible but choose not to participate in the program on their 18th birthday. 

3. Are enrolled in EFC but no longer meet eligibility criteria. 

4. Turn 21 years old or chooses to leave the program. 

5. Are not complying with the dependency court order, case plan, or placement rules. 

6. Has left their approved placement for more than 72 hours without approval. 

7. Are no longer living in a DCYF or court-approved placement and refuses to accept all 

other identified placement or housing options. 

5. Document in FamLink their placement has ended once the court dismisses the dependency. 

5. Placement Types 

EFC youth may be placed in the following settings:  

1. Licensed foster care, such as, but not limited to, licensed foster homes or kinship care or group 

care facilities. EFC youth placed in these settings, will:  

1. Continue in their current placement setting as long as they are eligible, it is age 

appropriate, and the caregiver agrees to continue to serve the youth. 

2. Have their EFC payments assessed and adjusted as needed, using the foster care rate 

assessment or rate determination process for therapeutic placements. 

2. Supervised Independent Living (SIL) settings  

1. A SIL setting is any placement that is not a licensed foster care placement and may 

include, but not limited to:  

1. Apartments 

2. Room and board arrangements 

3. College or university residence halls or dormitories 

4. AmeriCorps or Job Corps 

5. Shared roommate 

6. Renting a room 

7. Parents or guardians 

8. Relative or other suitable adults 

9. A licensed foster home with a room and board arrangement.  When this occurs, 

the foster care reimbursement stops and SIL payments are made directly to the 

youth. 

2. If youth request to reside in a SIL setting, caseworkers must:  

1. Assess the youthôs ability to live independently. 

2. Visit the proposed SIL setting to assess for safety or request 

courtesy     supervision for out-of-state placements. 

3.    Approve the setting and document in a case note in FamLink. 

4.  Obtain court approval, if the caseworker denied the setting. 

5. EFC youth in the following circumstances are not prohibited from living in an 

approved SIL setting:  

https://www.dcyf.wa.gov/node/1376
https://www.dcyf.wa.gov/node/1317


1. Enlisted in the military 

2. An EFC youth in an approved SIL setting, who is in basic training or has 

completed basic training and is serving part-time in the National Guard or 

in the reserves. 

3. If an EFC youth is in an approved SIL setting and is or becomes married, 

their spouse is not eligible for services or funding unless they have their 

own EFC case. 

4. Parenting 

5. Adopted as an adult 

6. In a voluntary or involuntary substance use or behavioral health treatment 

facility. 

3. SIL payments for EFC youth are:  

1. Provided when the youth is in a SIL setting approved by DCYF or the court. 

2. Paid directly to the youth, for room and board and basic necessities. 

3. Fixed at the current basic foster care reimbursement rate, and must continue 

unless:  

1. The youth is no longer in a DCYF approved placement setting; and 

2. A court hearing was held and the court did not approve the SIL setting or 

3. The court dismisses the dependency. 

4. Not paid when:  

1. Other foster care placement payments are being paid including payments 

made for dependency guardianships. 

2. A youth in the custody of JR, DOC, county detention, or jail at the time 

they turn 18 years old and remain in custody. 

5. Discontinued when youth:  

1. Complete the armed services basic training and are on full-time active 

duty status. 

2. Are in the custody of JR, DOC, county detention, or jail for more than 30 

days. 

3. Choose to stop participating in EFC, and the case is dismissed. 

3. For Interstate Compact Placement of Children (ICPC) cases when:  

1. Washington (WA) state:  

1. The caseworker must contact the ICPC Unit to determine if the receiving state 

will provide courtesy supervision to EFC youth. 

2. If the receiving state does not provide courtesy supervision, caseworkers must 

conduct health and safety visits, per the policy and review the documentation of 

these visits to verify the youthôs needs are met. 

2. Another state:  

1. WA provides EFC services to ICPC youth who were placed in WA prior to their 

18th birthday when the sending state has an EFC program and requests WA to 

continue to provide this service. 

2. EFC funding must be provided from the sending state. 

3. WA does not provide courtesy supervision to youth residing in WA who have an 

EFC case in another state and who were not residing in WA prior to their 18th 

birthday. 

6. Normal Youth Activities 

EFC youth may:  

1. Leave a placement setting to participate in normal youth activities for up to 72 hours. Youth in 

licensed placements must comply with the requirements of the placement regarding offsite 

activities. 

https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4420-health-and-safety-visits-children-and-monthly-visits-caregivers


2. Be gone for longer than 72 hours with assigned caseworker or other designated DCYF employee 

approval. For in-state, or out-of-country travel requests exceeding 72 hours, the caseworker must 

follow the Client Staff Travel policy. 

Forms 

Consent DCYF 14-012 

EFC Denial Letter DCYF 06-165  

Extended Foster Care Participation Agreement form DCYF 10-432 

Transition Plan for Youth Exiting Care DCYF form 15-417 

Voluntary Placement Agreement for Extended Foster Care Services DCYF 15-431 

Resources 

Extended Foster Care Brochure 

Apple Health Core Connections 

CA Responsibilities to Dependent Youth 12 and Older Policy 

Client and Staff Travel Policy 

Court Report Policy 

Courtesy Supervision Policy 

Health and Safety Visits with Children and Monthly Visits with Caregivers and Parents Policy 

JR Policy 4.80 Serving Youth in Partnership with Childrenôs Administration 

Wraparound with Intensive Services (WISe) Policy 
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Purpose 

https://www.dcyf.wa.gov/6000-operations/6100-client-and-staff-travel
https://www.dcyf.wa.gov/forms?field_number_value=14-012&title=
https://www.dcyf.wa.gov/forms?field_number_value=06-165&title=
https://www.dcyf.wa.gov/forms?field_number_value=10-432&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-417&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-431&title=
https://www.dcyf.wa.gov/sites/default/files/pubs/CWP_0003.pdf
https://www.coordinatedcarehealth.com/members/foster-care.html
https://www.dcyf.wa.gov/4310-services-adolescents/43102-ca-responsibilities-dependent-youth-12-and-older
https://www.dcyf.wa.gov/6000-operations/6100-client-and-staff-travel
https://www.dcyf.wa.gov/4300-case-planning/43091-court-report
https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4430-courtesy-supervision
https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4420-health-and-safety-visits-children-and-monthly-visits-caregivers
https://www.dshs.wa.gov/sites/default/files/JJRA/jr/documents/JR-Policies/Policy4.80.pdf
https://www.dcyf.wa.gov/4500-specific-services/4542-wraparound-intensive-services-wise
https://www.dcyf.wa.gov/user/1


This purpose of this policy is to provide guidance to child welfare employees working with dependent youth 

who are pregnant or parenting so that their unique needs are met and their efforts to transition to adulthood are 

successful. 

Laws 

RCW 9.02.100 Reproductive privacy - Public policy 

RCW 26.44.030 Reports 

RCW 74.13.280 Client Information 

PL 110-351 Fostering Connections to Success and Increasing Adoptions Act 2008 

Policy 

1. The unique needs of dependent youth who are pregnant or parenting must be identified and referred to 

services when necessary. 

2. All dependent pregnant and parenting youth must be provided with information about their rights and 

the duties and responsibilities of Department of Children, Youth, and Families (DCYF) during shared 

planning meetings. 

3. A dependency action on a dependent youth's child is only sought if a safety threat exists that cannot be 

controlled. 

4. When a dependent youth and their child live in the same placement and there is no need to file a 

dependency on that child, DCYF considers the child's home to be that of the dependent youth. 

Procedures 

Assigned caseworkers must: 

1. Dependent Pregnant Youth  

1. Conduct a shared planning meeting within 10 calendar days of the youth's disclosure of the 

pregnancy. The purpose of the meeting is to:  

1. Identify needed services, i.e., prenatal care, nutrition, education, etc. 

2. Create a plan for how support will be provided to the expectant parent. 

3. Discuss and provide tribal enrollment information, if they wish to explore tribal 

enrollment eligibility for their child, when applicable. 

2. Follow the health and safety visit requirements and discuss:  

1. Needed pregnancy services. 

2. Referral to community resources as needed, e.g. First Steps, Safe Babies Safe Moms, 

Parent Child Assistance Program (PCAP), Public Health Department, Women, Infant and 

Children (WIC), etc. 

3. The needs of the unborn child after the 28th week of pregnancy, e.g. child care, list of 

emergency contacts, services discussed above, etc. 

4. Placement options if the youth is unable to remain in the current placement after delivery. 

5. The youthôs educational needs. 

6. The Independent Living Program (ILP) and if the youth is interested, submit a completed 

Independent Living Services Referral DCYF 13-353 form. 

2. Dependent Parenting Youth  

1. Follow the Infant Safety policy when the youth's child is age birth to one year. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=9.02.100
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.44.030
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.280


2. Discuss tribal enrollment information with the youth for their child, if they wish to explore 

eligibility, when applicable. 

3. Follow health and safety visit requirements and discuss:  

1. Any needed medical services and applying for Apple Health medical insurance for the 

youthôs child. To apply, contact the Foster Care Medical Team at the Health Care 

Authority. Hospitals may also assist with obtaining medical coverage for newborns. 

2. The youth's role as a parent, including successes, challenges, and resources needed. 

3. Referral to community resources as needed for the parenting youth. 

4. Importance of ongoing engagement of the parent who is not providing primary care of the 

child. 

5. The youthôs educational needs. 

6. The ILP and if the youth is interested, submit a completed Independent Living Services 

Referral DCYF 13-353 form. 

4. Seek a court hearing to appoint an attorney or Guardian ad Litem (GAL) for the youth if one is 

not already appointed. 

5. If the youth wishes to voluntarily relinquish their parental rights, contact the Assistant Attorney 

General. 

3. Dependent Parent's Child  

1. Complete a Plan of Safe Care DCYF 15-491 when the child is born. 

2. Take immediate protective action if present danger exists. A decision to remove a child that is 

not dependent requires legal authorization per Placement Out-of-Home and Conditions for 

Return Home policy. 

3. Report any allegations of child abuse or neglect to intake. 

4. At the first opportunity, provide information about the dependent or parenting youthôs rights and 

responsibilities using the Tools to Support Pregnant and Parenting Youth in Care Guidebook DCYF 22-

1536. Opportunities include during the health and safety visit, shared planning meeting, court hearings, 

school meetings, etc. 

5. Documentation  

1. Document in FamLink all medical examinations and hospitalizations, or if a pregnant or 

parenting youth refuses pre-natal care, and other medical services. 

2. Document in the FamLink Person Management page, under Additional Tab/Child Information 

section, the youth is a teen parent and whether their child resides with them. 

3. Close the current foster care placement and re-open placement from "basic foster care" to "basic 

foster care with a non-dependent child" when the child is born, determined to be safe in the 

parent's care, and the parent is in licensed foster care. 

Forms   

ICW Family Ancestry Chart 

Independent Living Services Referral DCYF 13-353 

Indian Identity Request DCYF 07-761  

Resources  

Apple Health Coverage for Children 

CA Worker Tip Sheet for Pregnant and Parenting Youth DCYF 22-1539 

Department of Health Child Profiles - development and health information as your child grows 

https://www.dshs.wa.gov/sites/default/files/FSA/forms/word/04-220.doc
https://www.hca.wa.gov/free-or-low-cost-health-care/apple-health-medicaid-coverage/children
https://www.dshs.wa.gov/SESA/publications-library?combine=22-1539&field_program_topic_value=All&field_job__value&field_language_available_value=All
http://www.doh.wa.gov/YouandYourFamily/Immunization/ChildProfileHealthPromotion/HealthPromotionMaterials/MaterialsbyTopic/Letters


DSHS: Division of Child Support Caregiver Tip Sheet for Pregnant & Parenting Youth - DCYF 22-1537 

First Steps 

Guidebook for Pregnant & Parenting Teens in Foster Care DCYF 22-1538 

Your Rights, Your Life: A Resource for Youth in Foster Care 

OSPI GRADS Program for Pregnant teens or Young Parents 

TANF Benefits 

Teen Fathers Tip Sheet for Youth in Foster Care DCYF 22-1540 

Teen Mothers Tip Sheet for Youth in Foster Care DCYF 22-1541 

WA Health Plan Finder 

Washington State Teen Help 

Women Infant and Children 
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Purpose  

Providing information to caregivers about their right to be present and participate in court hearings and sharing 

important information about a child is essential in supporting a caregiverôs ability to meet the individual needs 

of children placed in their care. 

Scope 

This policy applies to Division of Children and Families staff. 

https://www.dshs.wa.gov/child-support
https://www.dshs.wa.gov/SESA/publications-library?combine=22-1537&field_program_topic_value=All&field_job__value&field_language_available_value=All
http://www.hca.wa.gov/free-or-low-cost-health-care/apple-health-medicaid-coverage/first-steps-maternity-and-infant-care
https://www.dshs.wa.gov/SESA/publications-library?combine=22-1538&field_program_topic_value=All&field_job__value&field_language_available_value=All
http://independence.wa.gov/wp-content/uploads/2016/08/YourLifeYourRight.pdf
http://www.k12.wa.us/CareerTechEd/GRADSProgram.aspx
https://www.dshs.wa.gov/ca/4000-child-welfare-services/4400-concurrent-tanf-benefits
https://www.dshs.wa.gov/SESA/publications-library?combine=22-1540&field_program_topic_value=All&field_job__value&field_language_available_value=All
https://www.dshs.wa.gov/SESA/publications-library?combine=22-1541&field_program_topic_value=All&field_job__value&field_language_available_value=All
https://www.wahealthplanfinder.org/
http://www.washingteenhelp.org/
http://www.doh.wa.gov/YouandYourFamily/WIC.aspx
https://www.dcyf.wa.gov/user/511


Laws 

RCW 13.34.096  Right to be heard notice 

RCW 13.34.260  Foster Home Placement - Parental Preferences 

RCW 13.34.820  Permanency for Dependent Children Annual Report 

RCW 74.13.280  Client Information 

Policy 

Caseworkers must: 

1. Notify caregivers:  

1. Of all court hearings via telephone, writing or in-person. 

2. Of their right to attend and be heard at all court hearings.  

1. At the same time parties to the case are required to be notified; 

2. At the time of placement or as soon as possible if the child changes placement. 

2. Provide caregivers with the Caregivers Report to the Court form DSHS 15-313 and inform them that:  

1. They are able to complete and submit the Caregiverôs Report to the Court form DSHS 15-313 to 

the guardian ad litem (GAL) or caseworker and it will be provided to the court before each 

hearing. 

2. The report only includes information about the child and not information about the childôs parent 
unless it is directly related to the childôs well-being. 

3. Inform the court of the dates and method by which the caregiver was informed of the court hearing. 

4. Share information with caregivers about the child, including but not limited to:  

1. Child-specific safety concerns and safety planning if applicable, including:  

1. Information on all youth identified as Sexually Aggressive Youth (SAY), Physically 

Assaultive and Aggressive Youth (PAAY), high risk, or sexually reactive per RCW 

74.13.280  and SAY/PAAY policy. 

2. The Youth Supervision Plan DSHS 15-352. 

2. The Child Information and Placement Referral form (CIPR) DCYF 15-300. Provide this form:  

1. No later than 72 hours after initial placement. 

2. No later than 24 hours after an urgent change in placement. Urgent is defined as one of 

the following:  

1. A court order has been entered requiring an immediate change in placement. 

2. The child is unsafe. 

3. At or before a planned change in placement. 

3. Health care information including immunization history, behavioral health and education. Youth 

must provide informed consent for information about:  

1. Mental health when the youth is age 13 and older. 

2. A sexually transmitted disease, including Human Immunodeficiency Virus (HIV) when 

the youth is age 14 and older. 

3. A substance use disorder and the child or youth is of any age. 

4. Abortion and reproductive rights. Consult with the attorney general or attorney if the 

child is age twelve or younger.   

4. Child Health and Education Tracking (CHET) Screening Report DSHS 14-444 within the first 

60 days of initial placement, if completed. 

5. The childôs court report. 

6. The childôs birth certificate. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.096
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.260
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.820
https://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.280
https://www.dshs.wa.gov/fsa/forms?field_number_value=15-313&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=15-313&title
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.280
http://app.leg.wa.gov/RCW/default.aspx?cite=74.13.280
https://www.dcyf.wa.gov/node/1371
https://www.dcyf.wa.gov/sites/default/files/forms/15-300.docx
https://www.dshs.wa.gov/fsa/forms?field_number_value=14-444&title


7. The childôs social security number to aid the caregiver in filing their taxes or for other planning 

on behalf of the child. CA staff must not provide tax advice. Refer caregivers with questions to 

their tax preparer, the DSHS Tax Desk or to IRS Publication 501, Exemptions, Standard 

Deduction, and Filing information. 

8. On-Going Mental Health (OMH) Screening Report DSHS 15-434 if completed within the 

previous six months. 

9. Reports and recommendations resulting from all child assessments and screenings within five 

days of receipt by CA. 

10. Shared planning meeting notices. 

5. Documentation  

1. Document the date the caregiver was notified of court hearings in the Caregiver Notification 

page in FamLink. 

2. Document when and what information has been shared with the caregiver in a case note. 

3. Document that the completed CIPR form was provided to the caregiver by uploading into 

FamLink a:  

1. Signed and dated copy of the form; or 

2. Copy of the email sending the completed form to the caregiver. 

Forms 

Caregivers Report to the Court form DSHS 15-313 
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Purpose   

To purpose of this policy is to provide direction on the requirements for the use of electronic monitoring of 

children and youth placed in out-of-home care. This includes children or youth placed in: 

¶ Licensed foster care 

¶ Unlicensed kinship care 

¶ Out-of-State group care facilities 

Electronic monitoring does not include the use of audio or video monitoring for any of the following: 

¶ Infants or children through four years of age. 

https://www.dshs.wa.gov/fsa/forms?field_number_value=15-434&title
https://www.dcyf.wa.gov/node/585
https://www.dshs.wa.gov/fsa/forms?field_number_value=15-313&title
https://www.dcyf.wa.gov/user/1


¶ Medically fragile or sick children, when it relates to their health. 

¶ Actions of a child or youth as directed in writing by the child or youth's physician. 

¶ Special events such as birthday parties or vacations. 

¶ Use of door or window alarms or motion detectors.  

Scope 

This policy applies to Department of Children, Youth, and Families (DCYF) child welfare employees and 

Licensing Division (LD) foster home licensors and relative and adoption home study workers. 

Laws 

RCW 9.73.030 Intercepting, recording or divulging private communication - Consent required - Exceptions 

Policy 

1. DCYF will only use electronic monitoring when it is necessary to monitor the health, safety, or well-

being of children and youth in out-of-home care. 

2. DCYF allows the use of electronic monitoring of children or youth in:  

1. Washington State unlicensed placements or out-of-state group care facilities when recommended 

as a result of a shared planning meeting (SPM) and approval is received from both the:  

1. Assistant secretary of field operations or designee 

2. Courts 

2. Licensed foster homes or group care facilities in Washington State when recommended as a 

result of a SPM and approval is received from the:  

1. LD senior administrator or designee 

2. Courts 

Procedures 

1. Caseworkers must assess the need for electronic monitoring in the home of a specific child or youth by 

consulting with their supervisor. 

2. Supervisors must approve the consideration for the use of electronic monitoring by:  

1. Reviewing the information provided by the caseworker and determining if the child or youthôs 

behaviors are a potential harm to their health, safety, or well-being. 

2. Notifying the caseworker of their decision. 

3. If supervisors approve the consideration for the use of electronic monitoring, caseworkers must:  

1. Notify the Guardian ad Litem (GAL) or Court Appointed Special Advocate (CASA), service 

providers, child or youth's parents, and caregivers that electronic monitoring is being 

recommended. 

2. Conduct a SPM to discuss the need for electronic monitoring.  

1. If it is determined that electronic monitoring is not needed, caseworkers must complete 

the following:  

1. Discuss and document on the Shared Planning Meeting DCYF 14-474 form how 

the child or youthôs behaviors will be mitigated. 

2. Provide copies of the recommendations to meeting participants that:  

1. Attended. 

2. Were invited, but did not attend and are part of the child or youthôs 

supervision plan.  

3. Add the recommendations to the Youth Supervision Plan DCYF 15-352 form. 

2. If electronic monitoring is recommended, caseworkers must:  

http://app.leg.wa.gov/RCW/default.aspx?cite=9.73.030
https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title


1. Determine the best method of electronic monitoring to meet the child or youthôs 

behavioral needs. 

2. Document all of the following on the Shared Planning Meeting DCYF 14-474 

form:  

1. Type of monitoring equipment that will be used. 

2. Locations in the home where the equipment will be used. 

3. Individuals responsible for monitoring the child or youth with the 

equipment. 

4. Potential impact of electronic monitoring on other children or youth in the 

licensed or unlicensed home. 

5. Length of time the use of equipment is approved, or how often the 

equipment must be reviewed for continued use. 

4. If during the SPM it is recommended to use electronic monitoring in:  

1. Washington State unlicensed placements or out-of-state group care facilities, caseworkers must:  

1. Complete the Administrative Approval Request DCYF 05-210 form and attach any 

supporting documentation, e.g., doctorôs note or therapistôs recommendation. 

2. Send the completed Administrative Approval Request DCYF 05-210 and Shared 

Planning Meeting DCYF 14-474 forms to the assistant secretary of field operations or 

designee. 

2. Licensed placements (foster homes or group care facilities) in Washington State:  

1. Caseworkers must send the Shared Planning Meeting DCYF 14-474 to the LD licensor. 

2. LD licensors must:  

1. Respond in writing to the caseworker about the suitability of using electronic 

monitoring and identify any concerns about implementing the proposed plan in 

the foster home or group care facility. 

2. Send the Licensing Waiver/Administrative Approval DCYF 15-411 form to the 

LD senior administrator for review. 

3. Notify the caseworker when the Licensing Waiver/Administrative Approval 

DCYF 15-411 form is approved or denied by the LD senior administrator. 

4. Upload the approved or denied Licensing Waiver/Administrative Approval DCYF 

15-411 form in FamLink. 

3. If the assistant secretary of field operations or designee or the LD senior administrator/designee 

approves the use of electronic monitoring, caseworkers must:  

1. Update the child or youthôs case plan with all of the following:  

1. Reasons for the use of electronic monitoring. 

2. Type of equipment and how it will be used. 

3. Timeframes for review or removal of the electronic monitoring equipment. 

2. Obtain court approval for the use of electronic monitoring. If the next court hearing is 

scheduled beyond 30 calendar days, contact the assigned assistant attorney general to 

request a court hearing. 

3. Coordinate with the caregivers or facility employees to implement the electronic 

monitoring after the case plan is approved by the court. 

4. Document changes in the child or youthôs behavior in monthly health and safety visit 

case notes. 

5. Review the use of electronic monitoring at least prior to each court hearing. 

5. Changing Out-of-Home Placements 

Caseworkers must reassess and complete the approval process in this policy with the new caregivers, 

when children or youth move to a different out-of-home placement and electronic monitoring is still 

needed. 

Forms 

https://www.dcyf.wa.gov/forms?field_number_value=14-474&title
https://www.dcyf.wa.gov/1700-case-staffings/1710-shared-planning-meetings
https://www.dcyf.wa.gov/forms?field_number_value=05-210&title
https://www.dcyf.wa.gov/forms?field_number_value=05-210&title
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=%20%20%20Shared%20Planning%20Meeting%20DCYF%2014-474
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=%20%20%20Shared%20Planning%20Meeting%20DCYF%2014-474
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title=%20%20%20Shared%20Planning%20Meeting%20DCYF%2014-474
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/1100-child-safety/1150-case-plan
https://www.dcyf.wa.gov/1100-child-safety/1150-case-plan
https://www.dcyf.wa.gov/4400-concurrent-tanf-benefits/4420-health-and-safety-visits-children-and-monthly-visits-caregivers


Administrative Approval Request DCYF 05-210 

Licensing Waiver/Administrative Approval DCYF 15-411 

Shared Planning Meeting DCYF 14-474 

Youth Supervision Plan DCYF 15-352 

Definitions 

Electronic Monitoring  means video or audio monitoring or recording inside a home or facility, used to watch 

or listen to children or youth as a way to monitor their behavior. This includes common areas, e.g. living room 

or recreational room, in the home or facility. 

Resources 

Guide to Shared Planning Meetings (located on the Child and Family Welfare Services CA DCYF intranet 

page) 

WAC 110-145-1625 What are the requirements for the use of electronic monitors to monitor children?  

WAC 110-148-1540 What privacy must I provide for children in my care? 
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Purpose  

Open Adoption Agreements provide communication with or contact between child adoptees, adoptive parents, 

siblings of child adoptees and a birth parent or parents when it is appropriate and in the child adopteeôs best 

interests. 

Scope 

This policy applies to Division of Children and Family Services staff. 

Laws 

RCW 26.33.295 Open adoption agreementsðAgreed orders - Enforcement. 

https://www.dcyf.wa.gov/forms?field_number_value=05-210&title=
https://www.dcyf.wa.gov/forms?field_number_value=15-411&title
https://www.dcyf.wa.gov/forms?field_number_value=14-474&title
https://apps.leg.wa.gov/WAC/default.aspx?cite=110-145-1625
https://app.leg.wa.gov/wac/default.aspx?cite=110-148-1540
https://www.dcyf.wa.gov/user/511
http://app.leg.wa.gov/RCW/default.aspx?cite=26.33.295


Policy 

1. Before an Open Adoption Agreement (OAA) can be considered for a dependent child, the caseworker 

must conduct a Shared Planning Meeting prior to the termination of parental rights hearing. Attendance 

must include:  

1. Childôs caseworker and supervisor 

2. Adoption caseworker or supervisor 

3. Adopting family and attorney if family desires 

4. Birth parent if applicable and attorney if birth parent desires 

5. Sibling if applicable and developmentally appropriate 

6. Siblingôs parent if applicable 

7. Each childôs GAL/CASA as applicable 

8. Youth aged 12 or older or as developmentally appropriate 

9. Youthôs two identified participants other than the caseworker or caregiver 

10. Childôs attorney if one is appointed 

11. Service providers for child as appropriate 

2. An OAA can be considered with birth parents and/or siblings when CA and the GAL/CASA determine 

that post-adoption contact and/or communication is in the childôs best interest now and in the future. 

Best interest of the child includes, but is not limited to, the following:  

1. Continued contact/communication supports the childôs:  

1. Sense of well-being and security 

2. Need to maintain connections with biological family members 

3. Stability in the adoptive placement 

4. Desire to maintain contact 

2. Continued contact/communication does not interfere with the physical safety and welfare of the 

child and the adopting parents. 

3. Prior to the court establishing an OAA, the caseworker will discuss with youth age 14 and over (younger 

if developmentally appropriate) the youthôs interests in maintaining contact with birth parents and/or 

known siblings. The discussion should include:  

1. Type and amount of contact the youth feels would be beneficial. 

2. The youthôs understanding of an OAA. 

4. A birth parent must have the developmental capacity to understand the terms of an OAA. 

5. An OAA with a sibling must have the siblingôs parent or guardian consent. 

6. An OAA is not legally enforceable unless the terms of the agreement are set forth in a court order. 

7. The court will not approve an OAA unless signed by the parties, including the adopting parent(s) and 

birth parent, but only if parental rights have not been terminated. The agreement must be approved by 

the childôs attorney if applicable, CA and the GAL as being in the childôs best interest. Note: CA is not a 

party to the agreement and is not required to sign the OAA. 

8. The caseworker will advise the birth parent and adopting parent to consult their attorneyôs prior to 

signing an OAA. Note: The caseworker must not advise the birth parent and adoptive parent on legal 

matters. 

9. The costs and services related to negotiating an OAA may be considered a non-recurring expense under 

the adoption support program. 

Procedures 

The caseworker will: 

1. Conduct a Shared Planning Meeting at least 30 days prior to a termination of parental rights hearing to 

determine and document in FamLink the following on the Shared Planning Meeting form, DSHS 14-

474:  

https://www.dcyf.wa.gov/node/585
https://www.dcyf.wa.gov/node/585
https://www.dshs.wa.gov/fsa/forms?field_number_value=14-474&title
https://www.dshs.wa.gov/fsa/forms?field_number_value=14-474&title


1. The child is in an adoptive placement and an OAA with the birth parent and/or sibling is in the 

best interest of the child. Document in a case note:  

1. The benefits to the childôs well-being of maintaining contact and/or communication 

between a birth parent and/or childôs sibling and the adopting parent and child. If the 

OAA is with a sibling, that the sibling is placed separately and has an established 

relationship with the child; 

2. That youth age 14 or older (younger if developmentally appropriate) was consulted about 

the OAA and the youth is in agreement; and 

3. The OAA must specify:  

1. The type of on-going contact and/or communication that is most appropriate for 

the child now and in the future.  

1. The contact and/or communication must include at a minimum a letter and 

photo one time per year and may include:  

1. Letters 

2. Limited visitation 

3. Phone contact 

4. Electronic correspondence 

5. Additional Pictures 

2. A physical, mailing, or email address for each legal party if correspondence is a 

part of the agreement; 

3. That the OAA is effective from the date the adoption is finalized and that any 

contact in the intervening period shall be at the discretion of the CA; and 

4. That should there be a change in adoptive parents the OAA is not legally binding 

on future adoptive parents. 

2. If a Shared Planning Meeting decision does not support an OAA with:  

1. A birth parent, the caseworker will proceed with the termination of parental rights 

petition. 

2. A known sibling, the caseworker will document the decision in the child's case record 

and the sibling's case record if applicable using an Exception to Policy form. 

3. A Letter of Intent can be agreed upon in a shared planning meeting with a birth parent for a child 

that is not placed in an adoptive home prior to termination of parental rights. The Letter of Intent:  

1. Is not a legally binding contract with CA; 

2. Allows the birth parent to express his/her wishes in terms of contact/communication 

he/she feels is in the childôs best interests; 

3. Must document agreement by CA and the GAL/CASA that the OAA is in the childôs best 
interest; 

4. Will include a statement that CA will make reasonable efforts to locate an adoptive 

family that will agree to the Letter of Intent conditions; 

5. Will not delay permanency for the child; and 

6. Will identify the type of ongoing communication with the birth parent, parents or siblings 

that is most appropriate for the child which may include:  

1. Letters 

2. Limited visitation 

3. Phone contact 

4. Electronic correspondence 

5. Pictures 

2. Notify the AAG regarding CAôs position on the OAA or Letter of Intent and the outcome of the Shared 

Planning Meeting. 

3. Prior to filing in court, the OAA must be signed by:  

1. Adoptive family 

2. Birth parent if applicable 

3. Siblingôs attorney or GAL if applicable 



4. GAL/CASA 

5. Childôs attorney if applicable 

4. The signed OAA may be submitted to both the Juvenile Court at the termination hearing and the 

Superior Court at the adoption hearing. 

5. Maintain a copy of the OAA in the child's adoption file (legally free). 

Forms 

Shared Planning Meeting DSHS 14-474 
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Purpose 

To provide Children's Administration (CA) caseworkers direction on how to create a hard file record and 

FamLink electronic case file for children who become legally free. 

Scope 

This policy applies to CA Children and Family Welfare Services (CFWS) and Adoption caseworkers. 

Laws 

RCW 13.34.200 

RCW 13.34.210 

RCW 26.33 

RCW 70.02 

RCW 74.13.031  

RCW 74.13.290 

RCW 74.13.300 

RCW 74.14A.020 

https://www.dshs.wa.gov/fsa/forms?field_number_value=14-474&title
https://www.dcyf.wa.gov/user/511
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.200
http://apps.leg.wa.gov/RCW/default.aspx?cite=13.34.210
http://apps.leg.wa.gov/RCW/default.aspx?cite=26.33
http://apps.leg.wa.gov/RCW/default.aspx?cite=70.02
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.290
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.300
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020


Policy 

When the child becomes legally free, the assigned CA worker must: 

1. Deactivate the childôs case from the family case file and create a legally free child case file in FamLink 
within ten days of a child becoming legally free. 

2. Follow the Legally Free Child Hard Case File Instructions located on the CA intranet and include all the 

information about the child from:  

1. The familyôs hard case file. 

2. The familyôs electronic records in Application Extender (AX), Management Operations 
Document Imaging System (MODIS), and FamLink. 

3. If the information about the child is copied from the family hard file, place a copy of the information in 

the family hard case file and the original  in the legally free childôs hard file. 

4. If the family case information is from AX or MODIS, the information should be extracted, printed, and 

placed in the legally free childôs hard file or extracted and uploaded into the childôs legally free 

electronic file in FamLink. 

5. Place any information pertaining to the legally free child received after the termination of parental rights 

in the childôs legally free hard case file or electronic FamLink file. This information must not be placed 

in the family electronic or hard case files. 

4330. Adoption Process 
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Purpose  

To provide direction to CA staff in the following: 

¶ Identifying and assessing potential adoptive families for children with a permanent plan of adoption. 

¶ Identifying available services for identified adoptive families. 

¶ Providing comprehensive information to the prospective adoptive parent about a prospective adoptive 

child in compliance with federal and state confidentiality laws, pre-adoption and post adoption support 

services. 

¶ Archiving sealed records for legally free children to create a permanent record of the child's past 

involvement with the agency. 

Scope 

This policy applies to Childrenôs Administration (CA) Children and Family Welfare Services (CFWS) and 

adoption workers. 

https://www.dcyf.wa.gov/user/511


Laws 

RCW 13.34.040 

RCW 13.34.130 

RCW 13.34.200 

RCW 13.34.210 

RCW 13.34.260 

RCW Chapter 13.50 

RCW Chapter 26.33 

RCW Chapter 70.02 

RCW 70.24.110 

RCW 74.13.031 

RCW 74.13.290 

RCW 74.13.300 

RCW 74.14A.020 

42 U.S.C. § 5106a 

42 USC §671(a) 

Policy 

1. Identifying the Adoptive Family  
The assigned caseworker must:  

1. Make adoptive placement decisions based on the best interest of the child. 

2. Give preference to a kinship caregiver over a non-related caregiver when determining a 

placement for a child, provided that the kinship caregiver meets all relevant state child protection 

standards and placement is in the childôs best interests. 

3. Follow Indian Child Welfare (ICW) Policies and Procedures when there is reason to know that 

the child is or may be an Indian Child. 

4. Not deny:  

1. Adoption or out-of-home placement based on the race, or national origin of the 

prospective adoptive parent or the child involved. This provision does not apply to nor 

affect the Indian Child Welfare Act (ICWA). 

2. Adoption services to an applicant based on the applicantôs decision to complete an 
adoption home study rather than a unified foster and adoptive home study. 

3. Any person above the age of 18 the opportunity to become an adoptive parent on the 

basis of the race, or national origin. 

http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.040
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.130
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.200
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.210
http://app.leg.wa.gov/RCW/default.aspx?cite=13.34.260
http://app.leg.wa.gov/RCW/default.aspx?cite=13.50
http://app.leg.wa.gov/RCW/default.aspx?cite=26.33
http://app.leg.wa.gov/RCW/default.aspx?cite=70.24.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=70.24.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.031
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.290
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.13.300
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.14A.020
http://codes.findlaw.com/us/title-42-the-public-health-and-welfare/42-usc-sect-5106a.html
https://www.dcyf.wa.gov/node/870
https://www.gpo.gov/fdsys/pkg/USCODE-1994-title25/html/USCODE-1994-title25-chap21.htm


4. Placement of the child for adoption when an approved family is available outside the 

jurisdiction or office having responsibility for the childôs case. 

5. Schedule an Adoption Planning Review (APR) within thirty calendar days of the decision to file 

a termination of parental rights petition or accept a relinquishment of parental rights. For more 

information about Shared Planning, including required participants, see the Guide to Shared 

Planning located on the CA intranet. 

6. During the APR staffing:  

1. Determine if the childôs current caregiver would like to be considered as a prospective 
adoptive placement, whether he or she is able to safely meet the childôs needs and if the 

placement is in the childôs best interest. 

2. Determine with an adoption worker if a home study update is required and make the 

referral if warranted. 

3. Provide Child Information and Placement Referral DCYF 15-300, and significant 

medical and education information about the child to the prospective adoptive family as 

part of the decision-making process, if not already provided. 

4. Initiate social and medical assessments of the child if warranted. 

5. Explore available community resources for the prospective adoptive family. 

6. Determine if an Open Adoption Agreement (OAA) or Letter of Intent is in the childôs 

best interests and, if so, discuss terms with the identified parties. 

7. If the APR will address an OAA or Letter of Intent, also invite the following individuals:  

1. Birth parents 

2. Birth parentsô attorneys 

3. Assigned Assistant Attorney General 

8. Provide information, with assistance from an adoption worker, about adoption services, 

the adoption process, and adoption support. Explain the differences between foster care 

maintenance and the adoption support program.   

7. When the childôs current placement cannot be a prospective adoptive placement:  

1. Develop a recruitment and post-termination case plan for the child. 

2. Discuss the case with the supervisor and adoption supervisor to determine whether to co-

assign the case with an adoption worker. 

3. Refer to the Washington Adoption Resource Exchange (WARE) within five days of the 

APR staffing a child who:  

1. Has an identified plan of adoption, is not placed with a prospective adoptive 

family, a decision has been made to file a termination of parental rights petition, 

and the court has ordered that the child may be registered on an exchange or the 

birth parents have given permission for the child to be registered on an exchange, 

or 

2. Is legally free, not in a prospective adoptive placement and not already registered 

on the exchange. 

4. Send the following documents to the Northwest Adoption Exchange (NWAE) office for 

WARE registration:  

1. Completed WARE Registration form located on the CA intranet. 

2. A clear photograph of the child 

5. After WARE registration:  

1. Email the childôs name, date of birth (DOB), case number, and WARE referral 

number to the Regional adoption/permanency program manager (RAPM). 

2. Complete the following child-specific recruitment activities, as needed for each 

child:  

1. Referral to Wendyôs Wonderful Kidôs Program (WWK) if the program is 

available. 

2. Referral to monthly statewide Consortium. 

3. When legally free, referral to other Exchanges by emailing NWAE office. 

https://www.dcyf.wa.gov/forms?field_number_value=15-300&title=
https://www.dcyf.wa.gov/node/1325
http://www.warekids.org/
http://www.nwae.org/


4. Referral to the Youth Engagement Project or NWAE Specialize 

Recruitment Project by emailing NWAE office. 

6. As prospective home studies are received, utilize the Selection Committee Meeting 

process to select a prospective adoptive home for the child. 

8. Adoption Purchase of Services (POS)  

1. When a prospective adoptive home is located outside Washington, the assigned 

caseworker will:  

1. Contact Washingtonôs Interstate Compact on the Placement of Children (ICPC) 

program. 

2. If a POS contract is not needed, submit an ICPC request and wait for approval 

from the receiving state before placing the child. 

3. If a POS contract is required, provide the CA adoption program manager with:  

1. The childôs name and DOB. 

2. The name and contact number of the agency that will be providing 

supervision. 

3. A copy of the shared planning or Selection Committee staffing notes that 

identified the family as the best match for this child. 

4. A copy of the prospective adoptive familyôs home study. 

5. The childôs transition plan. 

6. Identified services needed for the prospective adoptive family and child. 

2. The CA adoption program manager will:  

1. Facilitate a contract with the receiving agency for adoption placement, monthly 

supervision and adoption finalization. 

2. Notify the assigned caseworker and ICPC program manager when the contract is 

complete and the ICPC request can proceed. 

3. The assigned caseworker will follow the ICPC process for placement of a child in out-of-

state placement. 

2. Selecting the Adoptive Home  
1. The CA Children and Family Welfare Service (CFWS) and Adoption worker must.  

1. Identify an adoptive home for children with a permanent plan of adoption who are not in 

an adoptive home by utilizing the Selection Committee Meeting in partnership with the 

Guardian ad Litem (GAL)/Court Appointed Special Advocate (CASA), tribe, and CA 

staff. 

2. The Selection Committee assesses the familyôs ability to meet the childôs needs prior to 
placement of the child into the prospective adoptive home and used when:  

1. The permanent plan for the child is adoption and a decision has been made to file 

a termination of parental rights petition in a shared planning meeting, and the 

childôs current placement is not a prospective adoptive placement; or 

2. The child is legally free and not in a prospective adoptive placement. 

A shared planning meeting may be held in lieu of a Selection Committee meeting prior to 

placement when there is only one prospective adoptive placement for a child. 

2. The RAPM or designee schedules the Selection Committee meeting and notifies participants. 

3. The RAPM ensures the following individuals are invited to the Selection Committee Meeting:  

1. The assigned caseworker 

2. The assigned supervisor 

3. A representative from the adoption program who is not assigned to the case 

4. A representative from Child and Family Welfare Services (CFWS) program or unit who 

is not assigned to the case or a Permanency Lead from the Region 

5. The regional adoption program manager (RAPM) or designee 

https://www.dcyf.wa.gov/node/1408
https://www.dcyf.wa.gov/node/1408
https://www.dcyf.wa.gov/node/1408


6. The assigned Guardian ad Litem (GAL)/Court Appointed Special Advocate (CASA) if 

one is appointed. 

7. The childôs attorney if one is appointed. 

8. Tribal representative if the tribe is involved in the case. 

4. To refer a case for a Selection Committee Meeting, the assigned caseworker must:  

1. Notify the RAPM or designee of the staffing request and include the childôs name, DOB, 

WARE profile number, and names of attendees in the request. 

2. Provide copies of the home studies of identified prospective adoptive placements to 

RAPM or designee. 

3. Obtain Consent Form DCYF 14-012 from families to share home studies with 

GAL/CASA and any other non- CA parties invited to the Selection Committee. 

5. The Selection Committee members review the home studies and make a recommendation for a 

prospective adoptive placement that is a match for the child considering the following:  

1. The prospective adoptive familyôs ability to meet the childôs cultural, linguistic, and 
religious needs. A prospective adoptive family need not be of the same ethnic 

background as the child to meet the ethnic or cultural needs of a child. CA staff will not 

select a prospective adoptive placement solely based on race/ethnicity. 

2. In the case of child behaviors that pose a danger to other children, a home that has no 

children or only children older than the child being placed. 

3. The availability of a caregiver in the home when placing medically fragile or severely 

disabled or children with other special needs and many medical or counseling 

appointments are anticipated for the childôs care. 

4. The degree to which the family is willing to initiate and participate in medical or 

therapeutic treatment. 

5. The experience and skill level of the prospective adoptive parent and their capability to 

meet all of the childôs identified needs and additional needs that may arise in the future. 

6. The compatibility between the child's personality and behaviors, and the expectations of 

prospective adoptive family members. 

7. The specific experiences and training the family has had which prepares them to provide 

for the special needs of the child. 

8. The resources available in the family's community to meet the childôs special needs. 

9. If the child already resides with the prospective adoptive family, the child's attachment 

with the family and length of time in the placement. 

10. The prospective adoptive familyôs willingness to provide long-term contact with the 

childôs siblings, birth relatives, former foster families, or other individuals when such 

contact is in the childôs best interest. 

11. If the adoptive parent is a birth relative, evaluate:  

1. The relativeôs previous relationship with the child. 

2. The relativeôs ability to protect the child, from any risk of harm posed by the birth 
parents while simultaneously not portraying the birth parents in an unnecessarily 

negative manner. 

12. If ICW applies, refer to the ICW Manual Chapter 8 for additional placement 

considerations. 

6. If the assigned caseworkerôs decision is different than the Selection Committee recommendation, 

the assigned caseworker must:  

1. Obtain supervisor approval to override the Selection Committeeôs recommendation. 

2. Document the following reasons for not following the Selection Committeeôs 
recommendation in a case note:  

1. The child's attachment with the assigned caseworkerôs selected prospective 
adoptive family. 

2. The ability of the prospective adoptive family to meet the special, cultural and 

ethnic needs of the child. 

https://www.dcyf.wa.gov/forms?field_number_value=14-012&title=
https://www.dcyf.wa.gov/node/930


3. The prospective adoptive familyôs willingness to provide long-term contact with 

siblings, relatives, former foster families, or other individuals if such contact is in 

the childôs best interest. 

4. If the individual is a relative, also document the following factors:  

1. The relativeôs previous relationship with the child. 

2. The relativeôs ability to protect the child from any risk of harm from the 
birth parents but not portraying the birth parents in an unnecessarily 

negative manner. 

5. Any other factors influencing the assigned caseworkerôs decision to place with the 
selected prospective adoptive family including those listed in 2(e)(i-xii). 

7. Upon selecting a family for placement, the assigned caseworker:  

1. Notifies all considered families of the placement choice. 

2. Notifies NWAE to remove the child from WARE and all other exchanges. 

3. Submits an ICPC request if placement is out-of-state and does not place the child out-of-

state until the ICPC request is approved. 

4. Develops a transition and visitation plan for the child with the GAL/CASA and 

prospective adoptive family to initiate contact between the prospective adoptive family 

and the child and to observe the relationship as it develops. 

5. The assigned caseworker:  

1. Selects the location of the visitation. 

2. Accompanies the child on the initial visit. 

3. Discusses each visit separately with the child and the prospective adoptive family 

after a visit occurs. 

4. Decides after each visit and in consultation with the family and child, whether 

continued transition and placement is still in the childôs best interest. 

5. Coordinates open contact between the prospective adoptive family and the childôs 

current caregiver as often as is in the childôs best interest. 

3. Pre-Adoption Disclosure 
The assigned caseworker must:  

1. Provide comprehensive information to prospective adoptive parent about a child as required 

under state law so the prospective adoptive parent can make an informed adoption decision and 

successfully parent the child. Disclosure shall protect the identity of the birth family and comply 

with federal and state confidentiality laws. 

2. Compile Child and Identified Parent Information in the childôs legally free hard file or FamLink 

electronic file:  

1. Make reasonable efforts to locate records and information not already in the childôs hard 
file or FamLink electronic file concerning all known medical, mental health, education, 

family, and social background history about the child and birth family. To obtain 

information:  

1. Conduct interviews with the child, birth parents, and other known relatives. 

2. Contact physicians, treatment agencies, schools, and other sources from whom the 

child and/or birth parents received professional examination, evaluation, or 

treatment. 

3. Contact a tribal representative if ICWA applies. 

2. Verify that the childôs social security number is in the childôs file. 

3. Verify that all Native American Inquiry Referral (NAIR) and relative search inquiries 

were completed and documented in the childôs FamLink electronic file. 

4. Verify that all birth parent assessments and evaluations are included in the childôs legally 
free file. If the birth parent was a dependent child, review his or her dependency file for 

any evaluations and assessments to include in the childôs legally free hard file or 

FamLink electronic file. 



5. Verify that the Childôs Family & Medical Background Form DCYF 13-041 is completed, 

and includes:  

1. Any inherited medical or psychological conditions of birth family and siblings. 

2. Childôs signature if child is 13 or older. 

3. Disclose the following pre-adoption information to the prospective adoptive placement:  

1. Medical and education:  

1. All known and available medical and educational information concerning any 

mental, physical, and sensory handicaps and education status of the child from the 

Health and Education section in legally free child file. 

2. Health/Mental Health and Education Summary from FamLink 

3. Birth parent health and education documentation including psychological 

evaluations and drug/alcohol assessments, and other information as outlined in 

WAC 388-27-0100. 

4. Social history on the child and birth family that includes the circumstances of the 

childôs birth. 

5. Childôs Medical and Family Background Information Form DCYF 13-041 

2. Legal:  

1. Legal Record from FamLink 

2. Placement History Report from FamLink 

3. Most recent Guardian ad Litem (GAL) report 

4. All court reports 

5. Dependency petition and orders establishing dependency 

6. Termination petition and orders terminating parenting rights 

3. Indian Identity Request Form DCYF 09-761, Family Ancestry Chart DCYF 04-220 (if 

completed), and confirmation from the tribe if the child is Indian.  

4. Documentation: All case notes beginning from the childôs initial involvement with CA. 
This includes pre-termination case notes located in the familyôs hard case file and 

electronic file in FamLink. 

5. All intakes and investigations that involve the child from the start of CAs involvement 

with the child. This includes pre-termination intakes and investigations located in the 

familyôs hard case file and electronic file in FamLink. 

6. The original Comprehensive Family Assessment from the familyôs electronic case file in 

FamLink.       

4.  Redact identifying information for pre-adoption disclosure based on Adoption Redaction 

Request DCYF 15-425 per the Pre-Adoption Disclosure Redaction Instructions located on the 

CA intranet. 

5. Review the pre-adoption disclosure information and Childôs Medical and Family Background 

Information DCYF 13-041 with the prospective adoptive family and ask the prospective adoptive 

parent to initial and sign the form. 

6. Provide pre-adoption disclosure information to the family on an encrypted USB drive. If a family 

does not have computer access, provide hard copies of the information with approval from the 

area administrator (AA).  Refer to Pre-Adoption Disclosure Redaction Instructions located on the 

CA intranet for further instruction about this process. 

7. Upload an exact copy of the disclosure information provided to the prospective adoptive family 

into FamLink under the File Upload tab as ñAdoption Specificò and named ñPre-Adoption 

Disclosure.ò 

8. Continue to provide additional case notes, physical health, mental health, education, family 

background and social history on the child and family that includes circumstances of the childôs 

birth, childôs placement history, and all court reports to the prospective adoptive family after 

initial pre-adoption disclosure is provided and within 30 days of receipt of new information.  

1. Verify that any pre-adoption disclosure information is redacted per the Pre-Adoption 

Redaction Instructions located on the CA intranet. 
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2. Obtain the prospective adoptive parentsô signatures on the Acknowledgement of Childôs 

Adoptive File Provided to Adoptive Family Acknowledgement of Childrenôs Adoptive 

File Provided to Adoptive Family CA DCYF 10-500 and verify that the form is filed in 

the childôs legally free case file. 

3. Upload additional disclosure information in FamLink under the File Upload tab as 

described above. 

9. Provide pre-adoption disclosure information, including the Childôs Medical and Family 

Background Information DCYF 13-041, to the prospective adoptive family prior to placement of 

the child into the prospective adoptive home. If the child is already placed in the home that CA 

will be identifying as the childôs prospective adoptive home, pre-adoption disclosure should be 

provided when the placement is identified as a prospective adoptive home. 

10. Follow 4120. Confidentiality policy.  

1. Information regarding sexually transmitted diseases, including HIV, for a child over the 

age of 14 cannot be disclosed without the consent of the child or an order from the court. 

2. Mental health counseling and treatment information, including the prescription of 

psychotropic medications, for anyone age 13 and older, cannot be disclosed without the 

consent of the child or an order from the court. 

3. Medical information regarding abortion or reproductive health for anyone age 13 and 

older cannot be disclosed without the childôs consent. Consult with your assigned AAG 

regarding abortion or reproductive health information for a child younger than age 13. 

4. Adoption disclosure may be provided to the following individuals:  

1. Child placing agency worker 

2. Guardian ad Litem who is responsible for making or reviewing placement or case-

planning decisions or recommendations to the court regarding a child 

3. Individuals responsible for providing residential care for such a child when CA or 

a licensed child placing agency determines that it is necessary for the provision of 

child care services. 

5. If a child refuses to provide consent for CA to release information covered by paragraphs 

iv. a ï c above:  

1. Inform the adoptive parents that information exists which cannot be released 

because the child will not sign a release of information. 

2. The adoption worker must document in the case file that the child has refused the 

release of confidential information and that the social worker has informed the 

prospective adoptive parent of this fact. 

3. Before deciding whether placement should still occur despite the lack of 

disclosure, the CA worker, supervisor, and the prospective adoptive parent will 

need to meet to determine whether to proceed with the adoptive placement. The 

CA worker should consult with the assigned AAG before making any placement 

decisions when full disclosure cannot be provided to the prospective adoptive 

parent(s). 

11. When a request for discovery is made regarding a legally free child with a permanent plan of 

adoption, the entire legally free childôs hard file and electronic file is redacted according to the 

Pre-Adoption Disclosure Redaction Instructions.  

1. Review 

2. Do not provide the family file. 

4. Pre-Adoption Services and Finalization 
The adoption worker must:  

1. Continue pre-adoption services to support the continuing placement of a child in the prospective 

adoptive family home. Support includes but is not limited to services, continued assessment of 

the childôs well-being, and finalizing permanency through adoption. 

2. Pre adoptive placement occurs when:  
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1. The assigned caseworker, as a result of a shared planning meeting, Selection Committee 

meeting or Adoption Planning Review(APR), informs the family that they are the 

prospective adoptive home, and 

2. The prospective adoptive family has an approved adoptive home study, and 

3. The child is legally free or a termination of parental rights petition has been filed with the 

court. 

3. When the child is in an identified prospective adoptive home upon case assignment, the adoption 

worker will:  

1. Review the hard case file for the childôs birth certificate and social security number.  

1. If childôs birth certificate is not in the file, the worker will request a new birth 
certificate for the child within five days of case assignment. 

2. If the child does not have a social security number, the worker will request a 

social security number for the child within five days of case assignment. 

2. Verify that ICWA inquiries and relative searches were completed. If not previously 

completed, complete NAIR form and/or Relative Search Tracking Form DSHS 10-544 

and email to NAIR & Relative Search Unit. 

3. Review the case for physical health, mental health, education and family background 

information as required for the legally free file.  

1. If health, mental health, education or family background information is missing, 

the assigned caseworker will make a request for the information and:  

1. Document date of the request in a case note. 

2. If the assigned caseworker does not receive a response from the provider 

after 30 days, the assigned caseworker will send a second request. 

3. If the assigned caseworker still does not receive a response within 30 days 

after the second request, the assigned caseworker will document the lack 

of response in a case note and the attempts made to collect the information 

from the provider(s) on Childôs Medical and Family Background DCYF 

13-041. 

2. Enter significant physical health/mental health information in FamLink under the 

childôs health/mental health tab. Significant information is defined as health or 

mental health information that could be necessary information to meet the childôs 

needs. 

3. Enter education information under the childôs education tab in FamLink. 

4. Refer a child or youth with complex health needs for a Wraparound Intensive Services 

(WISe) screen per 4542. WISe policy. 

5. Refer the child for a Supplemental Security Income (SSI) application if the assigned 

caseworker has reason to believe the child could be eligible and has not already been 

screened by the SSI facilitator. 

6. In FamLink, create a caregiver notification letter and provide to the prospective adoptive 

family if not previously provided. 

7. Complete the Childôs Medical and Family Background DCYF 13-041 Report. 

8. Verify that disclosure was provided after the prospective adoptive home was identified. If 

disclosure was not completed, the assigned caseworker will provide disclosure to the 

family. Follow adoption pre-adoption disclosure policies. 

9. Follow CFWS procedures regarding shared planning meetings, health and safety visits, 

court reports, service referrals, and sibling visits. 

10. Discuss early implementation of Adoption Support with prospective adoptive parent if 

they are non-licensed relatives. 

11. Advise prospective adoptive parent of Adoption Support Benefits and Limitations within 

30 of the decision that identified this family as the prospective adoptive family.  

1. Provide the name of the adoption support consultant. 
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2. Provide Waiver of Right to Receive Written Information on Adoption Support 

Limitation Program DCYF 09-121 

3. Discuss similarities and differences between foster care maintenance and adoption 

support program such as the differences in payments for childcare under the two 

programs. 

12. Prepare the Adoption Support Packet by completing Adoption Support Program 

Application Checklist DCYF 10-477 with attachments 

13. Compile a Life Story Book with the child or provide information to the prospective 

adoptive family so they can complete the book with the child. Life Story Book 

instructions are located on the adoptions forms page on the CA intranet. 

14. Complete Post Placement Report DCYF 09-107. If the post-placement report does not 

approve adoption with the prospective adoptive family, the assigned caseworker will 

consult with the assigned AAG. 

15. When CA consents to the adoption and the assigned caseworker does not intend to appear 

at the adoption hearing, complete a Waiver of Notice of Further Hearing DSHS 09-054.  

16. Obtain or confirm written consent of child for adoption if the prospective adoptive child 

is 14 or older. 

17. Complete a Consent to Adoption on all families that CA supports for adoption and 

provide to Adoption AA with:  

1. A copy of the prospective adoptive familyôs home study 

2. The Post Placement Report DCYF 09-107 

3. A new background check if the home study was completed more than one year 

ago. 

18. If child is placed out of state, request concurrence to finalize adoption from ICPC unit. 

Concurrence is required before adoption finalization. 

19. If a parent has appealed a termination order, do not sign or forward a Consent to 

Adoption. Consult with the assigned AAG. 

20. If CA does not support adoption with the prospective adoptive family, request a 

placement change with the court. If the court orders continued placement:  

1. File a copy of the denied home study if applicable in Superior Court under the 

adoption petition cause number. 

2. Provide the prospective adoptive family with disclosure. 

3. Provide the prospective adoptive family with the name of the Adoption Support 

Consultant assigned to their case. 

4. CA does not provide adoption services to prospective adoptive families that CA 

will not approve for adoption. 

21. Complete Declaration of Adoption Facilitator DCYF 09-765 

22. If SSI or Social Security trust money is available for a child, inform the prospective 

adoptive family and instruct the family to apply at the agency providing benefits if they 

wish to receive the trust. The prospective adoptive family must be made aware that their 

confidentiality cannot be guaranteed if they apply for these funds. The adoption worker 

will ask the family to confirm in writing if they do not wish to apply for either type of 

benefit. 

4. The adoption worker provides the prospective adoptive familyôs attorney with the following 
documents and information when the worker determines that adoption by the prospective 

adoptive family is in the best interest of the child and the family:  

1. A certified copy of the legal orders terminating parental rights of all biological and/or 

legal parents. 

2. Consent to Adoption signed by the Adoption AA. 

3. Adoption consent signed by children 14 years of age and older. 
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4. A copy of the final signed Adoption Support Agreement and agreement for non-recurring 

costs reimbursement. For the child to be eligible for adoption support, the adoption 

support agreement must be signed by all parties before the adoption decree is entered. 

5. A written request for a certified copy of the adoption decree. 

6. Signed Post Placement Report DCYF 09-107. 

7. Childôs Birth Certificate 

8. Open Communication Agreement /Letter of Intent if one was agreed upon with the birth 

parents. This form is located on the CA intranet. 

9. Signed original home study on the prospective adoptive family. 

10. Signed Declaration of Adoption Facilitator DSHS 09-765 

5. The prospective adoptive familyôs attorney files the petition for adoption. 

6. After the adoption is finalized, the adoption worker will;  

1. Email the fiscal analyst (FA) to close out all payment and services effective the day 

before the adoption finalized. 

2. Email the FA to close out placement using the day the adoption finalized as the end date. 

3. Unless the child was not receiving IV-E funds, email IV-E specialist to provide the IV-E 

file within 30 days of adoption finalizing. 

4. If the IV-E specialist does not provide the IV-E file within 30 days after the adoption 

finalizes, the IV-E specialist will send the IV-E file to adoption archives. 

5. Obtain a copy of the adoption decree from the adoptive familyôs attorney, retain a copy in 
the child legally free file, and submit a copy to the adoption support program. 

6. Request dismissal of dependency by sending a copy of the adoption decree to the 

assigned AAG. 

7. If child was in ICPC placement in another state, submit ICPC Report on Placement Status 

of Child Form 100B and a copy of the adoption decree to ICPC unit for closure of ICPC 

case. 

7. When services and placement are closed, the adoption worker will:  

1. Obtain dependency dismissal order through the assigned AAG and document in FamLink 

legal. 

2. Document ñAdoption Finalizationò in FamLink legal and close legal module. 

3. Complete Adoption and Foster Care Analysis and reporting System (AFCARS) elements. 

4. Create the Adoption Support Case in FamLink. 

5. Assign the adoption support case to the adoption support consultant. 

6. Close the legally free case in FamLink and make it "restricted". 

8. Follow adoption archiving policies to close a legally free childôs case file. 

5. Archiving the Adoption File  
The CA adoption worker must:  

1. Correctly archive sealed records for legally free children to create a permanent record of the 

child's past involvement with the agency. Sealed archived adoption files are only available to 

adoptees and adoptive parents. 

2. Archive all records of legally free children once a child is adopted, including private agency 

adoptions and duplicate files. 

3. Not include sibling records in one file for archiving. 

4. Archive records of legally free children who are adopted within thirty calendar days of the 

dismissal of the dependency. 

5. Not delay archiving based on IV-E files. IV-E files not available within 30 days of dependency 

dismissal will be forwarded to archives records management separately by the title IV-E 

specialist. 

6. When archiving a legally free childôs file:  

1. Complete the Archiving Cover Memo DSHS 16-209. 

2. Remove all file documents from the legally free child hard files. 
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3. Separate the following documents and secure with a rubber band and attach to DSHS 16-

209:  

1. Signed Childôs Medical and Family Background Report DSHS 13-041. 

2. Signed Post Placement Report DCYF 09-107. 

3. Adoption Decree. 

4. Dependency dismissal order. 

5. IV-E file if available at time of archiving. 

4. Secure each volume with a rubber band and include a cover sheet on each volume that 

indicates the volume number. 

5. Filing that is not part of a volume can be consolidated and considered as its own volume. 

6. Place the volumes in a covered archive box. 

7. If the file requires more than one box, each box needs an Archiving Cover Memo DCYF 

16-209 but only one box needs the archive memo with attachments. 

8. Any documents in the childôs legally free FamLink electronic file including case notes do 

not need to be copied and placed in the archive file. 

9. Case notes from the parentôs original hard file must be:  

1. Included as copies in the archived file, or 

2. Uploaded in the childôs legally free FamLink electronic file under the Adoption 

Specific category and titled ñCase Notes.ò 

10. Verify an EXACT copy of the pre-adoption disclosure information provided to the 

adoptive family is uploaded into the childôs legally free FamLink electronic file under the 

ñAdoption Specificò category and titled ñPre-Adoption Disclosure.ò 

11. Keep the archived box free of writing, including any identifying information and send to 

Adoption Archives, MS 45713. For legally free youth who have aged out-of-care, send 

box to the Management Operations Document Imaging System (MODIS). 

6. Adoption Inquiries   
The CA adoption worker or designee must:  

1. Provide information and guidance on inquiries from adoptive parents, adoptees, prospective 

adoptive parent and staff about adoption process and services that are available through CA 

when requested. 

2. Provide referrals to inquiries on sealed archived adoption records. 

3. Participate in efforts to recruit families who want to adopt children with special needs and who 

are in the care of CA. 

4. Inform families that they can create an account on WARE to view children available for 

adoption by going to www.warekids.org. 

5. Assist a family with registering a family profile on WARE, including:  

1. Verifying that the family has a home study approved for adoptive placement. 

2. Completing the WARE Family Form. 

3. Emailing the completed WARE Family Registration to ware@nwresource.org. 

6. Unless there is an exception approved by the regional administrator, withdraw a family from 

WARE by contacting NWAE when:  

1. The family adopts a child. 

2. The family moves to another state. 

3. CA is informed of the family's decision to receive adoption services from another agency 

or through an independent placement. 

4. The family or worker determines that adoption is no longer the plan. 

5. CA learns that the mother seeking to adopt is pregnant. WARE registration may be 

changed to ñpendingò status, rather than withdrawal from WARE, with the familyôs 

approval. 

7. Inform the family as soon as the family profile is withdrawn. 

8. Facilitate adoption training, and provide information about the following topics:  

1. The court process. 
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2. Childrenôs development, including bonding and attachment, and separation and loss 
issues. 

3. Interaction with the child's family that may include visitation and an open adoption 

agreement. 

4. Confidentiality of information. 

5. Impact of placement on the foster-adoptive or adoptive family. 

6. Adoption as a lifelong process and commitment. 

7. The significance of adoption in permanency planning for children in foster care and how 

the child is the primary focus in adoption services. 

8. CA adoption process procedures, and the differences between foster, adoptive, and foster-

adoptive placements. 

9. Children with special needs, and available resources to help families care for children 

with special needs. 

10. Legal risk involved in foster-adoptive placements and the placement of legally free 

children under appeal. 

11. Adoption support 

9. Respond to general adoption inquiries with the following information:  

1. Division of Licensed Resources (DLR) contact information if the request is for an 

adoptive home study. 

2. Private Child Placing Agency (CPA) contact information for families seeking to adopt 

infants or children without special needs. 

3. Explain how pursuing an adoptive home study does not guarantee placement of a specific 

child if a prospective adoptive parent inquires about a specific child. 

10. If a prospective adoptive parent is inquiring about a specific child in another state, facilitate a 

home study referral to the other state. 

11. When a Child Placing Agency needs to complete an adoption home study update, facilitate the 

background check by forwarding the completed Background Authorization Form DSHS 09-653 

for each individual and one background check purpose to the CA Background Checks at 

cabc@dshs.wa.gov. 

12. Make a report to intake when:  

1. Any child on an open case is believed to be at imminent risk of serious harm or there is a 

new allegation of CA/N not already reported to intake. 

2. The family is requesting services for an adopted or biological child. 

13. Respond to record information requests about a sealed archived adoption record by:  

1. Referring all requests except those from CA staff to the CA Public Disclosure Unit and 

never provide information from the sealed archived adoption record. 

2. If the requestor is the adoptee, also refer to the Department of Health for a copy of his or 

her birth certificate. 

3. If the requestor is the assigned caseworker, refer requestor to headquarters adoption 

program manager. 

Resources 

¶ Shared Planning Meeting Form DCYF 14-474 

¶ Childôs Medical and Family Background Report DCYF 13-041 

¶ Family Ancestry Chart for the child DCYF 04-220 

¶ Northwest Adoption Exchange (NWAE) 

¶ Adoption Process Checklist 

Located on the DSHS intranet 
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¶ DSHS Administrative Policy 7.22. Cultural Competence 

¶ DSHS Administrative Policy 18.81 Nondiscrimination in Direct Client Services 

¶ DSHS CA Adoptions Website 

Located on the CA intranet 

¶ Washington Adoption Resource Exchange (WARE) Registration Form 

¶ Interstate Compact on the Placement of Children (ICPC) Checklist 

¶ Permanency Planning Placement Agreement DSHS 15-175 

For more information, contact the headquarters adoption program manager. 
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Purpose  

Guardianships as defined in RCW 13.36  Guardianship are a permanent plan that allows for and supports a 

continuing relationship between the parent and child, while providing permanency, safety, and well-being for 

the child with a legal guardian until he or she reaches the age of 18. 

Scope 

This policy applies to Division of Children and Family Services staff. 

Laws 

RCW 13.36 Guardianship 

RCW 13.34.030 Definitions 

RCW 13.34.145 Permanency Planning Hearing and Guardianship Petition 

RCW 13.34.232 Guardianship for Dependent Child 

RCW 13.34.234 Guardianship for Dependent Child and Dependency Guardianship Subsidies 

RCW 13.36.070 Guardianship Termination Petition 
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